C. G. Frantz, president of Apex Electrical, Builds Company 


Morale with Weekly Letters to Employees (Page 8) 








New skvway spans nation with words 


a 
HOW Radio 4 felay WORKS 


The microwaves used for telephone transmission travel 
in a straight line. So relay towers, like those shown, are 
usually built on hilltops, averaging about 30 miles apart. 
Each tower picks up microwaves from its neighbor, 
and with complex electronic equipment amplifies and 
focuses them like a searchlight, then beams them accu- 
rately at the next tower. And hundreds of Long Distance 
telephone calls ride the beam at the same time 


Bo, 


and pictures 


BELL SYSTEM -Aieelio. Sielay BUILT FOR LONG DISTANCE CALLS AND TELEVISION 


There's something new on the national! horizon! 
Bell Telephone construction crews have completed the 
last link in a coast-to-coast Paddo Relay system that 
is unique in all the world. Today, communications ride 
on radio microwaves, flashed through the air from tower 
to tower. 

It was, an historic event in 1915, when wires first 
carried the human voice across three thousand miles of 


mountains and prairie. By 1942, telephone messages 


were carried across the United States by another means 
cable, both underground and overhead. And now 
comes Radia Relay to supplement wire and cable! 
The new system is already in use for Long Distance 
telephone service and coast-to-coast television. This 
new skyway helps make America’s vast communications 
network even stronger and more flexible. And it could 
hardly happen at a better time. The demands of defense 


are heavy and urgent. 


BELL TELEPHONE SYSTEM B 
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Octopus of “Jratler Tudustry 


THE STORY OF A TRAILER MANUFACTURER 
that has become known as the “Octo- 
pus” of the industry will be told in 
next month’s magazine. The man who 
pulls the strings behind the growing 
business is an amazing personality. 
Within a few years he has amassed a 
group of plants and streamlined pro- 
duction methods to improve output. 
Some of his methods might be called 
“different,” but they apparently have 
produced results. 

Also coming up for November is a 


Member: Audit Bureau of Circulations and National Association of Magazine Publishers, Inc 


report of a publishing company in 
Iowa. This company sprang from a 
small journal to one having millions 
of subscribers who receive its pub- 
lications every month. The report is 
one of our 100 Best Offices series 

Scheduled for next month are 
several other features with some help- 
ful ideas. One article, a photographic 
report, lists several suggestions for 
improving an open-house celebration 
Another story concerns selling the 
right attitude to employees 
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chairs 


Now more than ever is the time 








you mention postal subsidy. Of course 
publishers should have no subsidy. 





More on Fair Trade 


To the Editor: 


to exercise your best brand of 


salesmanship where your customers 


Your likening minimum resale price 
maintenance to the cold NRA is a non 
sequitur marvelous to behold. 

The State fair trade laws and the 
Federal fair trade enabling act were 
purely permissive—the NRA scheme 
was completely mandatory. There is 
nothing whatever in the fair trade 


Supports Fair Trade 


To the Editor: 


An article in your August issue 
calls my argument on fair trade “il- 
logical” because I said that 95 per 
cent of all goods sold at retail are 
non-fair traded, and that the protec- 


Restrictions and shortages of 


tion extended by fair trade to only 
5 per cent of the retail items cannot 
We have seen attempts by certain mean the difference between survival 
retailer groups to pass laws prohibit- and disappearance of the small 
ing other retailers from selling cer- retailer. 
tain items. But these restrictive sales What you fail to realize is that 
laws are mandatory, enforced by the 95 to 5 per cent formula is a 
Government. Fair trade is no such broad one relating to all business, 
thing. but that actually there are two 
What of the fight made by busi- classes of retailers. 
ness paper groups and other users of There is the multi-unit store, or 
the mails for continued Government the chain store, which is diverse in 
postal subsidies. It has not been a its operation. This type store sells 
pretty spectacle, especially for those books, drugs, furniture, radios, tele- 
who believe in free competition vision sets, and everything from pens 
(among advertising media _ surely) to airplanes. Fair-traded goods repre- 
and no Governmental interference. sent less than 5 per cent of the 
GeorceE S. McMILLAN, Bristol- items offered. 
Myers, New York, N. Y. Small, neighborhood retail outlets 
Mr. McMILLAN: Yours was an ex- operate long hours and give local, 
tremely well-written letter protracted service which the volume 
About price maintenance. We have outlets would find extremely 
a great respect for branded goods, unprofitable. Fair-traded goods repre- 


> 5 a > 7 >} 2 
customers. and believe it’s damaging to the - on end - J Cont gt ‘ — 
economy to use them as price foot- stock.- - W. WACHTEL, Calvert Dis- 


oy. Yor at New York T , 
balls. Nevertheless, I cannot believe tillers Corporation, New York, N. Y. 
price maintenance should be extended 


ALUMINUM SEATING talion to what a producer sells and not 


17 $. CHERRY STREET AKRON 8. OHIO to what he buys. 
Distrbulor You hit us in a tender nerve when 


setup which compels a manufacturer 


goods tend to make relations with to fair trade his products. 


your customers difficult during this 
trying period. 

We urge our FINE-REST dealers 
to display their utmost tact and 
patience in explaining unavoidable 
delays and curtailments. Please 
feel free to call on us in any 
ticklish situation. We may not be 
able to solve it in shipments, but 
we will do our best to verify your 


explanation of the situation to your 


Mr. WACHTEL: We enjoyed your in- 
teresting letter very much. Thanks 
for the booklet “150 Million Reasons 
for Fair Trade.” 


ALTNA SAFE CO, 46:50 Ww 20m ST. mw ¥ 
METROPOLITAN NY & EXPORT OISTHIBUTOR 
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Whose Sorting System? 


To the Editor: 


I have read with a great deal of 
interest your August issue. Your | 
article “Check-Sorting System Saves | 
Time,” on page 34, is a good idea, | 
and I agree with it wholeheartedly. 
Basically this is the same method 
used by the IBM card sorters. I am 
surprised that the “originator,” Mr. 
Tait, is trying to capitalize on it. I 
developed and used it for sorting 
time-clock cards in 1937. This is an 
excellent idea and should be given 
to all office managers without the 
hint of a remuneration.—Goss B. 
TWICHELL, Wooster Brush Company, 
Wooster, Ohio. 

Mr. TWICHELL: We were very much 
interested in your comments on the 
Check-Sorting System and your use 
of it. 


Direct Selling Overdone 


To the Editor: 


My wife recently had to call the 
police to rid herself of a magazine 
saleswoman who had falsely entered 
our home on the pretense of being a 
school counselor. She and I both agree 
that although the Green River Ordi- 
nance in itself might not be equitable, 
we can and do accept it with confi- 
dence, leaving it to the local law 
makers to work out, over a period of 
time, some equity which will allow | 
the honest person to still peddle door 
to door. | 

I believe your article (p. 42, August 
issue) is thoroughly and unfortu- | 
nately biased, unlike most of the | 
articles in your excellent magazine. | 
I believe in all fairness that you 
should tell the other side of the story | 
also.—J. RoBertT CHAPMAN, branch 
manager, Associated Aviation Under- 
writers, Kansas City, Mo. 





Mr. CHAPMAN: I am wondering if 
you overlooked the editorial on page 
7 of our August issue about house-to- 
house selling. 


“Setting Your Course” 


To the Editor: 


The article in AMERICAN BUSINESS 
on the Ford Company’s new employee 
booklet, “Setting Your Course,” pre- 
sented worth-while fundamentals. 

Would you kindly send me the full 
name, title, and address of Mr. Beaver 
so that I can request a copy from 
him for our use in designing a suit- 
able booklet._-R. A. McCREE, person- 
nel director, Toastmaster Products 
Division, McGraw Electric Company, 
Elgin, Ill. 


Mr. McCree: Mr. Thomas A. 
Beaver, manager, salaried personnel, 
Ford Motor Company, 3000 Schaefer 
Rd., Dearborn, Mich., will gladly send 
you a copy. 
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IDEAS FOR YOU IN THE MAGAZINE OF 


Paperwork Simplification 


Daily ledger posting on continuous forms 


In the trust department of The First National Bank of 
Chicago, their procedure of punched card accounting pro- 
duces something new. It’s a convenient customer account 
ledger, presenting all essential statement information—to 
which current transactions are posted simply by filing the 
daily records tabulated in continuous form. The originator, 
Mr. C. M. Weaver, describes this highly successful innova- 
tion in PS, 23.* 
Also in this magazine: Work Simplification, the Scientific 
Method, by a leading authority. Today our Representatives 
are employing this technique on behalf of customers—re- 
examining Standard Register systems, applying auxiliary 
devices and equipment—for further savings. 
Record systems actually simplify paperwork when you: 

A. Develop the best procedure 

B. Simplify the writing process 

C. Design the most efficient form 
These are the three avenues for complete improvement of 
any system, for maximum savings in time and office man- 
power. 
*Write for copies of Paperwork Simplification (PS) free. 
The Standard Register Company, 610 Campbell St., Dayton 
1, Ohio. 
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With Prices 


(joing Up... 


Fiberglas® Cuts Costs ! 


immediately adopted, and here’s the important part 
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If you moan and groan that “cutting costs today is 


impossible!” just take a look at Owens Corning overtime was eliminated, records lasted longer 


Fiberglas. Their job fabrication record, most im- and every department was pleased. James T. Berry, 


portant in their business, was costing more and Office Manager, estimates a $1500.00 minimum sav- 


more overtime every week. The record, an 814”x11” ings per year as a result of V-Line. If you want to 
dittoed form, carried vital specifications needed cut costs, despite rising prices, why not get the com- 
plete facts on V-Line—the coupon below will speed 


constantly throughout each day. Diebold’s Systems 
your request. Diebold, Incorporated, 2003 Mulberry 


Analyst introduced V-Line Trays to Fiberglas, sug- 
gested that the job fabrication record be tested in Road, Canton 2, Ohio, Dept. V-1. 


this unusual file. After preliminary tests, it was 





* T. M. Reg. U.S. Pat. Office Owens Corning Fiberglas Cor 


Clip Now for the Profitable Details - 
Yes, I want to cut costs like Owens Corning Fiberglas iebold 
send me the facts on V-Line without obligation. RECORD HANDLING ystems 


Name litle 
Microfilm © Rotary, Vertical and Visible Filing Equip- 


Company ment © Safes, Chests and Vault Doors © Bank Vault 
Equipment ¢ Burglar Alarms 
Address Factory Branches and Dealers in all principal cities 


Serving Business for over 92 years 
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| Hil Business 


American History is usually writ- 
ten by men who may be great 
followers of the military, the 
political, and the agricultural de- 
velopment of the country. But 
they are either ignorant of, or out 
of sympathy with, the industrial, 
financial, and business develop- 
ment of the country. To a large 
extent the history of the United 
States is a history of its great in- 
dustrial and business pioneers. 
Some years ago it became popular 
to call these men the “robber 
barons.” Never were a group of 
men more maligned, or misrep- 
resented. We are not contending 
that all of them were exactly 
pantywaists. But we do believe 
they were, as a rule, several cuts 
above the politicians of the day in 
morals, responsibility, integrity, or 
by any other yardstick we might 
care to place upon their achieve- 
ment and character. 


Business History usually gets a 
raw deal at the hands of most 
historians. The only way we can 
get a glimpse of business history 
is on the occasion of some great 
enterprise’s fiftieth or seventy-fifth 
anniversary, or the all-too-seldom 
centennial of a business enterprise. 
Unfortunately, these efforts of 
companies to reveal self-history 
frequently attempt to gild the lily, 
when in most cases the lily needs 
no gilding whatever. 


Illinois Central has just produced 
a motion picture which is a his- 
tory of that road’s_ splendid 
achievements. American Telephone 
& Telegraph Company has re- 
cently come up with an excellent 
motion picture depicting its 75 
years of service. Both are excel- 
lent jobs, but could be criticized, 
we suppose, by the professional 
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historians. What we would like to 
see is a sound historian go to work 
on some of our great business and 
industrial pioneers. If he would 
forget about trying to prove they 
were robber barons, that they 
ground the faces of the poor, or 
put the rotten apples on the bot- 
tom, they could come up with 
stories as fascinating and as thrill- 
ing as anything that ever was 
written about statesmen, soldiers, 
sailors, or adventurers. 


Holiday Magazine for October 
devoted the major part of its space 
to stories about Chicago. The 
hackneyed, thrice-told tale of 
gangsters is repeated once again; 
Yerkes’ ghost is disturbed and 
trotted out; so is Big Bill Thomp- 
son’s, and a number of other un- 
savory characters’ of the dim and 
generally forgotten past. Aside 
from a few paragraphs about 
modern stores and some of 
Chicago’s top restaurants, nearly 
all of the material in this issue is 
old stuff, with no new slant or 
angle, no new revelations. Which 
seems to us proof that too much 
of the stuff written about America 
today gloats over the fact that we 
have gyp joints masquerading as 
night clubs; gangsters, dope ad- 
dicts, and bartenders who slip a 
Mickey to unsuspecting customers 
And when writers dip into the past 
they rehash more of the same. Al- 
most nothing was said about the 
men who are keeping Chicago on 
top as one of the world’s most 
exciting cities; and we mean the 
kind of excitement which comes 
from achievement and progress, 
not the kind that leans on the 
guns of a half-crazed gangster. 
If Holiday chooses to return and 
do right by Chicago, we can give 
them a list of names, many of 
them young men on the sunny side 


of 50, whose current achievements 
are equal to any in the past. And 
just as exciting as the tawdry tales 
of our Rush Street sucker-traps. 


Too Many Customers is one rea- 
son why some companies fail to 
earn sufficient profit. There are 
going businesses today, which earn 
a nice living for the owners, yet 
which buy in such meager quanti- 
ties that no supplier can earn a 
profit by selling to them. Here is 
perhaps one of the great, new de- 
velopments in the _ distributing 
division of industry. How can we 
sell the small buyer without losing 
our shirts? How can we service 
the buyer who thinks that “one- 
sixth dozen,” is a wholesale quan- 
tity? Many astute companies are 
working on this very problem now. 


Paul Hoffman makes an excellent 
showing as a possible Presidential 
candidate in recent Gallup polls 
conducted for Look Magazine. Mr. 
Hoffman, as you probably know, is 
president of the Ford Foundation. 
He turned in a magnificent record 
in organizing and spearheading the 
Committee for Economic Develop- 
ment. He brought Studebaker from 
bankruptcy to being the most im- 
portant independent producer of 
automobiles. Yes, we know that at 
present he is strictly a dark horse 
in the race for Presidential nomi- 
nation. But there are thousands of 
businessmen who would vote for 
him right now, as would millions 
of voters, including labor itself, if 
he were nominated. But the pro- 
fessional politicians and _ party 
leaders may want one of their own 
gang to make the race. Paul Hoff- 
man could possibly win over 
Truman. We know of no one else 
who seems to have a chance of 
beating the strongly entrenched 
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We're mighty pleased at the bouquets tossed to the new 
Comptometers by operators — as well as bosses! But we're not surprised; 
we've been making these world-famous adding-calculating machines 
for over 65 years. This long experience with business needs has aided 
us in designing superb machines that handle office figure work with 
maximum efficiency and minimum cost! 


FELT & TARRANT 


COMPTOMETER 


U.S PaT oFF 


ADDING-CALCULATING MACHINES 
lectric and non-electric models 


Made only by Felt & Tarrant Manufacturing 
c Chicago, and sold exclusively by its 
. 3 Comptometer Division, 1717 No 

two NEW machines! " 


Paulina St 
Chicago 22, Il. Offices 


in all principal cities 
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Democratic machines everywhere. 
Of course we are not mentioning 
Mr. Hoffman's work on the Mar- 
shall plan, because his job there is 
too well known. Everything he has 
touched has been a success. Is that 
the kind of man we want, or do 
we want the other kind? 


Frank Folsom, president of Radio 
Corporation of America, sees a na- 
tion watching 50 million television 
sets, with stations in range of 
every community. Well, that is 
probably a better prediction than 
the one Roger Babson once made 
about half the nation, or some- 
thing like that, living in trailers. 
When this comes to pass the 
changes in our life from today’s 
habits will probably be greater 
than the changes made by the 
automobile. Every business plan 
that looks more than a week or 
two ahead ought to consider tele- 
vision’s effect on the future. 


James J. Nance, Hotpoint, Inc., 
president, says that dealer sales 
of well-established brands of 
major household appliances will 
outpace production by the fourth 
quarter of 1951. He predicts an ac- 
tual shortage of good brands of 
appliances after the first of the 
year. There will have to be some 
tall selling if this prediction comes 
true. 


Montgomery Ward elects a man 
named John E. Struggles as vice 
president in charge of personnel. 
In view of the fate of so many 
previous Ward vice presidents, we 
wonder if ever a man was so aptly 
named for the job. 


John Stuart, Quaker Oats chair- 
man, wants a drastic reorganiza- 
tion of the Department of Agri- 
culture. He charges duplication 
and overlapping of its services. 
Well, that’s a mild charge Mr. 
Stuart. There’s not only duplicat- 
ing and overlapping, but constant 
“feudin,’ fightin’, scrappin’, and 
politickin’” all through the de- 
partment, right down to the grass 
roots. Mr. Stuart has checked 
DeKalb County, Illinois, and finds 
that D of A requires 178 persons 
to serve the county’s§ 2,500 
farmers. But we fear that nothing 
can keep the department from ex- 
panding until the farmers them- 
selves start chasing Department of 
Agriculture men off their property 
with pitchforks, and from what we 
know about the mood of many 
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farmers today, that day may not 
be as distant as we think. Farmers 
hate loafers, and that’s just about 
the mildest word we can find to 
apply to a vast number of Depart- 
ment of Agriculture payrollers to- 
day. 


Divided Business makes it pos- 
sible for the politicians and the 
bureaucrats to gain more power. 
In both August and September we 
spoke our piece against the Green 
River ordinances which are being 
enacted in a number of cities 
throughout the country. Some 
businessmen applauded our ar- 
ticles. Others took pains to tell us 
we were wholly off the beam, and 
that we ought not to worry our 
heads about the plight of sales- 
men. Of course we know that 
everybody is entitled to his or her 
opinion, but we do want to remind 
the people who laugh at the plight 
of salesmen being legislated 
against, that business fighting 
among itself is just what the 
thimble-wits in Washington want. 


McBee Company recently had an 
experience which proves that it 
pays a company to maintain good 
plant-city community _ relation- 
ships. As a public relations ges- 
ture, the company gave the citi- 
zens of Athens, Ohio, a 2-week 
jump on an issue of preferred 
stock before offering it in regular 
financial channels. The stock was 
grabbed so fast it was impossible 
to offer it elsewhere. McBee did 
not need to depend on its home 
community for financing, but it 
must have been gratifying to find 
so much eagerness to put money 
into the company. McBee has con- 
ducted a regular advertising pro- 
gram to its communities for some- 
time now, which its officers are 
convinced has helped, but of 
course it is company action that 
makes the advertising produce 
results. 


Subscribers telephone us about 
once a week concerning telephone 
calls from an outfit in New York 
representing itself to be “Ameri- 
can Business Surveys,” or “Ameri- 
can Business and Commerce.” 
Word comes via long distance that 
their editors are planning an ar- 
ticle on the company called. Then 
comes the gimmick. They attempt 
to sell reprints of the articles. This 
outfit is not connected with the 
AMERICAN BUSINESS you are now 
reading in any way whatever. If 


anybody tells you that we want to 
sell reprints of any article in this 
magazine, throw the beggar out 
on his ear. No member of our staff 
ever solicits an order for reprints, 
nor does he ever attempt to sell 
reprint orders prior to publication. 
We do make reprints for sub- 
scribers when requested. Actually 
it is purely a service we render. 
We price them at cost, and to be 
perfectly frank the reprint busi- 
ness is a nuisance. When requested 
we grant reprint rights and tell 
everybody we grant these rights, 
so they are welcome to have re- 
prints made by their own printer, 
or if they own Multilith equipment 
they can probably turn out the re- 
prints quicker and cheaper than 
we can. Every member of our staff 
knows our policy on this, and that 
is why we say you can safely give 
the old heave-ho to anybody at- 
tempting to sell you reprints from 
this magazine. 


Louis Ruthenburg, board chair- 
man of Servel, Inc., who is head 
of the National Committee for 
Fair Emergency Excise Tax legis- 
lation, made some strong points 
against the present excise taxation. 
He points out that sales drop on 
taxed articles, and declared that 
the so-called “selective taxation” 
plan proposed by Congress is no 
more than a discriminatory tax 
plan. Which is true, we _ think. 
Trouble is, the tax on so-called 
luxuries hits a lot of items which 
are working tools to some people. 
A salesman’s traveling bag is as 
much a working tool as a doctor’s 
scalpel; yet luggage is saddled 
with an excise or luxury tax. 
Taxation for “control” is equally 
wrong, for it is a perversion and 
distortion of the function of tax- 
ation, he declared. Wrong—we 
think it downright vicious for a 
lot of legislators to determine 
what items should be “controlled” 
by taxation. 


C. R. Fouche, president, Stayform 
Company, is devoting about 80 per 
cent of his time currently to 
fighting the unfair Green River 
ordinances which harm and 
hamper the direct-selling industry. 
Although his own business is so 
carefully organized that it will 
suffer little, he believes that such 
legislation is un-American and is 
willing to fight it at his own ex- 
pense. More businessmen like him 
would quickly bring a healthier 
climate for business to _ this 
country. 








The President’s Letters Build 
Teamwork at Apex 





Nine times out of ten ‘The President's Message," which 


appears in so many company publications, is either ditch- 


water dull, or preachy. Here is a report of the letters of 
C. G. Frantz, president, Apex Electrical Manufacturing 
Company of Cleveland. His letters are newsy, frank, and 
plain. They have built company morale to high levels 





By Eugene Whitmore 


NCE a week, for 8 years, 
President C. G. Frantz of the 
Apex Electrical Manufacturing 
Company, Cleveland, Ohio, has 
written a weekly letter to the 
2,500 employees of his company. 
Need for a better relationship 
and understanding between man- 
agement and employees was recog- 
nized after a most unnecessary 
strike in 1938. After the strike 
Mr. Frantz began making plans 
for some method of regular com- 
munication with his employees. 

A weekly letter processed on 
company stationery was developed. 
It was signed (mechanically) with 
Mr. Frantz’ facsimile signature in 
blue ink. 

Once each week a copy of this 
letter is attached to the timecards 
in the factory, or placed on the 
desk of every office or clerical em- 
ployee. The letters are distributed 
so they may be picked up as the 
employees leave the office. 

Each letter is numbered and 
dated at the lower left-hand corner 
of the sheet. In commenting on 
these letters, Mr. Frantz says: 

“It is well recognized that much 
information relating to company 
matters reaches employees in 
garbled, inaccurate, and often in- 
tentionally misleading form, with 
understandable results. Bulletins, 
house organs, and similar means 
of transmitting information surely 
have value, but lack warmth or 
personal touch. They are often 
written by persons not in a posi- 
tion to fully discuss subjects of 
most interest to employees. 
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“I believe that the top executive 
of a company is best qualified to 
properly convey pertinent mes- 
sages to every employee in a re- 
liable, regular manner to promote 
maximum understanding and con- 
fidence. 

“For economy, and to avoid pos- 
sible objection, the letters are not 
mailed to homes, although they do 
usually reach the folks at home, 
but at the option of the employee.” 

Mr. Frantz has some very defi- 
nite ideas about the preparation of 
the letters. He emphasizes that 
there must be no politics, no pres- 
sure, no propaganda. He is em- 
phatic in pointing out that bad 
news must be included as well as 
good news. 

This policy is in sharp contrast 


~ with that of nearly all others who 


prepare messages for wide distri- 
bution to employees. Many com- 
pany magazine editors hold the 
almost fanatical belief that only 
good news should be published. 
They also seem convinced that the 
company must be painted as prac- 
tically perfect. To say the least, 
nearly all company magazines and 
other forms of communications 
with employees lack realism. 
Frankness is often considered a 
luxury which cannot be indulged 
in at any time. 

Mr. Frantz takes the exactly 
opposite view. “It’s got to be me 
talking, and I’ve got to talk 
plainly,” he told a reporter, “‘with- 
out gilding the lily or whitewash- 
ing. There cannot be a_ ghost 
writer grinding out the letters 


like so much sausage in a factory.” 

It has been 13 years since the 
company had any labor trouble. 
Other companies in kindred lines 
in Cleveland have had consider- 
able labor trouble. It is possible 
that the letters, coming to em- 
ployees each week, have helped to 
bring about enough understanding 
of true conditions to prevent 
strikes. 

The company is unionized, but 
instead of opposing the letters, 
union leaders welcome them. One 
union man declared that at least 
98 per cent of company employees 
read them. 

Careful study of a collection of 
the letters reveals that there is 
not the slightest effort to “talk 
down” to employees. This may be 
one of the reasons they are so 
popular. Every letter studied is 
one that Mr. Frantz might have 
written to his banker, or to an 
important stockholder, or the 
president of another company 
similar to his. There is no attempt 
to be funny, to tell jokes, or to 
employ any of the usual tricks and 
devices used by so many profes- 
sional writers. There is no “moral” 
tacked on at the end, and no 
preaching in the usual sense. Nor 
is there any of the mushy “we'd 
die for dear old Apex”’ stuff which 
occurs so commonly in so many 
letters signed by corporation presi- 
dents, but usually written by as- 
sistants or outsiders. 

Mr. Frantz believes that it is 
important for news of financial 
results, business trends, personal 
opinions of top executives, policies 
and matters of current interest to 
reach employees before public an- 
nouncements. “Employees are thus 
armed with facts concerning their 
own welfare, and with basic 
knowledge emanating from a 
source they have learned to trust.” 

It is obvious that this viewpoint 
is important and probably one of 
the reasons for the success of 
Mr. Frantz’ letter writing plan. 
Imagine what it must mean to 
learn, from a hurriedly written 
news item in a newspaper, that 
your employer is announcing a 
temporary shut-down, a slowdown 
in orders received, or any other 

(Continued on page $8) 
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Junior board projects included 
water tower (above), lot (below) 


W. B. GREENE 
President 


Junior and Senior Boards 


By John Garth 


INCE late in 1948, two boards 

have been active in the man- 
agement and operation of the 
Barber-Greene Company, Aurora, 
Ill., manufacturer of industrial, 
road-building, and materials han- 
dling equipment. 

The senior board is called the 
Barber-Greene Management Board. 
It has 12 members and is headed 
by W. B. Greene, president and 
one of the founders of the 
company. 

The other group is known as 
the Barber-Greene Junior Advi- 
sory Board, and consists of 15 
members, all under 45 years of 
age. These are generally junior 
executives in staff or assistant 
capacities in departmental phases. 

Both boards were established at 
the same time, after considerable 
study and discussion. Now, after 3 
years, the management is_ well 
pleased with results achieved by 
both boards and is planning to 
establish another board to function 
exclusively on certain manufactur- 
ing problems. 

The senior board is made up of 
the company’s top_ executives. 
Mr. Greene is chairman. In his 
absence H. A. Barber, vice presi- 
dent and son of one of the foun- 
ders, takes over. 

In announcing the formation of 
the board Mr. Barber wrote, “The 


H. A. BARBER 
Vice President 


purpose of the management board 
is to discuss and establish basic 
Barber-Greene policies.” 

Other members of the top board 
are the secretary, treasurer, con- 
troller, general superintendent, 
general sales manager, export 
manager, purchasing agent, man- 
ager of the conveyor division, ex- 
ecutive engineer, and _ publicity 
director. 

Meetings are held every other 
week, usually starting at noon or 
immediately after lunch. “First 
order of business,” explains Mr. 
Greene, “is usually a study and 
discussion of current reports to 
management from the various de- 
partments of the company. Sales, 
production, financial, collection, 
inventory, and other management 
reports are studied and discussed. 
We may compare results with 
previous periods, we may make 
suggestions. But the real purpose 
of the meeting is to see that all 
the top executives of the company 
have the same facts and informa- 
tion. We believe this is important, 
and that it is necessary as a guide 
to coordinating our activities and 
planning for the future.” 

Mr. Barber wanted to emphasize 
that the meetings do not in any 
way serve as a substitute for 
thinking, planning or action on 
the part of the individual execu- 
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tive. “We consider the meetings 
especially valuable in providing 


background information on which 
different members can draw for 
decisions, and on which we can 
all draw for determining policies. 


“For example, we have just 
come from a meeting today (Sep- 
tember 7, 1951) in which we 
discussed and planned production 
for the first and second quarters 
of 1952. Our products are in strong 
demand; we had information at 
that meeting which indicates that 
demand may be in excess of our 
ability to produce. We are faced 
with both material and _ labor 
shortages. 

“Aurora is a tight labor market. 
The number of aggressive and 
growing companies has created a 
demand for labor larger than the 
supply, and it is difficult to in- 
crease the supply of labor because 
housing and other community fa- 
cilities have not kept pace with the 
increased number of jobs available. 

“We feel that our management 
board is especially helpful in a 
situation such as we face, because 
it brings to each executive the 
benefit of facts and information 
gathered by all of us. We are 
better able to correlate the facts 
which must govern our operations, 
and each man can act and reach 
decisions based on the same knowl- 
edge of current conditions. We 
must allot many of our products. 
There is always some chance for 
disappointment when a company 
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cannot fill every order exactly as 
the salesman and the customer 
desire. With all departments work- 
ing from the same set of facts, 
it becomes easier to insure a fair 
allotment of all production.” 

The management board sticks to 
broad, general planning, policy 
matters, over-all problems. It does 
not attempt to deal with day-to- 
day management problems which 
come up in every department and 
in every business. Nor does it 
attempt to deprive any individual 
executive of his authority or 
responsibility. 

Only when the broad, general 
policy of the company is involved 
does the board attempt to make 
final decisions at its meetings. 
For example, suppose a_ sales 
manager and a credit manager 
should not be in full agreement 


Barber-Greene's senior board 
(left) has 12 members and is 
headed by President Greene. 
The junior board (below) has 15 
members, all under 45 years 
of age. Junior board members 
serve for 6 months, but may 
be re-elected for another term 


by vote of the fellow members 


on a credit risk. So long as the 
disagreement was confined to in- 
dividual cases, the board would 
not be asked to consider them. 
Only at such time as it might 
seem that the general framework 
of policy on credits was in need 
of revision would it come to the 
board’s attention. So long as 
credits were being handled in 
agreement with the prevailing 
policy, known to all members of 
the board alike, the board would 
adopt a “hands off” policy. But 
the moment a condition arose 
which seemed to indicate the need 
for revision of the broad policy, 
the board would put the credit 
policy on the agenda for discussion. 
It should be stated here that the 
company has no disagreement be- 
tween the sales and credit depart- 


(Continued on page 48) 
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By Laurence Buckmaster 


President, Illinois Junior Chamber of Commerce 


N June 1950, AMERICAN BUSINESS 
Magazine ran a story about the 
responsibility of companies to pro- 
vide bright young’ businessmen 
with enough time and _ financial 
backing for participation in such 
organizations as the Junior Cham- 
ber of Commerce. 

Specific examples were listed of 
companies whose employees were 
elected to important offices in the 
Jaycees. The companies mentioned 
included Commonwealth Edison 
Co. and Peoples Gas Light and 
Coke Co., both in Chicago; Hiram 
Walker, Inc., Peoria, Ill.; and 
others. In most cases, these busi- 
nesses gave employees elected to 
key Jaycee offices a year’s leave of 
absence with pay, as well as fur- 
nishing secretarial assistance and 
office space. 

The article pointed ‘out that it 
is to business’ advantage to be 
liberal with young executives in 
such matters, because business wilt 
benefit in the end. Many company 
leaders may have disagreed with 
that premise, however. I have 
often heard the question asked, 
“What good does it do me when 
one of my employees is at some 
committee or luncheon meeting? 
I hire people to work for me—not 
spend their time in various club 
meetings.” 

Other businessmen have agreed 
that it is good public relations to 
have companies represented in 
worth-while groups, but some of 
them question the tangible results 

anything in dollars and cents 
that might have resulted from 
contacts made in outside firms. 

To offer some evidence of the 
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concrete benefits derived from 
Jaycee activities, I have studied a 
few case histories of successful 
men who once were Junior Cham- 
ber members. Of course, it would 
mean nothing to say merely that 
because Harold Stassen was once 
a Jaycee, the training in the or- 
ganization must be rather good 
since Mr. Stassen now is president 
of the University of Pennsylvania. 

On the other hand, it would 
mean something if an ex-Jaycee 
said, “I have valued my Jaycee 
training at a minimum of $100,000, 
indicating that I would not trade 
that amount for an _ experience 
available through the Junior 
Chamber to the young men of our 
nation.” And when the man who 
actually made that statement hap- 
pens to be H. Bruce Palmer, execu- 
tive vice president of The Mutual 
Benefit Life Insurance Company, 
Newark, N. J., it means even more. 


Laurence Buck- 
master has been 
an active Jaycee 
since shortly after 
his Navy dis- 
charge in Decem- 
ber 1945. He 
worked on vari- 
ous Chicago 
chapter committees and became vice 
president of the Illinois Jaycees last 
year, then later filled a vacancy as 
national director. Employed at Illinois 
Bell Telephone Company since 1937, 
supervisor. 


Larry is now a staff 


Keep Your 


Mr. Palmer said that it was 
his Jaycee work that attracted the 
attention of his company’s man- 
agement. “My own company paid 
little heed to any special abilities 
which I might possess,” he said, 
“until I attained the position of 
state president of the Junior 
Chamber of Commerce. Upon 
reaching the maximum age of 
Junior Chamber participation, the 
natural step into the Chamber of 
Commerce resulted, and also, I 
was immediately brought out of 
the sales field of my company into 
the home office as assistant to the 
chairman of the board and 
president.” 

Among the advantages of be- 
longing to such a group as the 
Jaycees, according to Mr. Palmer, 
is the chance to learn tolerance of 
the other person's opinion, develop 
a necessary sense of humor, be- 
come a better public speaker, im- 
prove one’s imagination, and 
emerge aS an _ organizer and 
planner with the ability to get 
things done. He said, “It is pos- 
sible to put a young man in a de- 
partment of a corporation, give 
him all of the technical training 
necessary for him to do his job, 
and yet that man will never be 
able to control adequately the 
destinies of the corporation unless 
he has broadened socially, eco- 
nomically, and even politically 
through a source outside of his 
business institution.” 

Another former Jaycee, E. Fred 
Johnson, president of the Fourth 
National Bank, Tulsa, Okla., has 
often said, “A young man needs 


(Continued on page 54) 
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CHARLES E. WAMPLER TED FLEMING BRADY S. JOHNSTON 
American Telephone & Fleming-Potter Company Dinsmore Dairy Company 
Telegraph Company 


ROGER HULL ERNEST A. BAETZ JOHN L. BRIGGS 
The Mutual Life Insurance Bexar County National Bank Southland Life Insurance 
Company of New York of San Antonio Company 
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Modern Methods Move 





Baltimore & Ohio Railroad 
invests fortune in the new 
office machines shown here. 


Costs are reduced, less 


space is needed, and work 


is handled with greater 
speed and accuracy by few- 
er people, less supervision 





ISTORICALLY, railroads were 

the first big businesses in this 
country. They were almost the 
very first businesses big enough to 
require more employees than one 
“boss” could personally supervise. 
Hence they were the first to suffer 
from the loads of paperwork that 
seem to increase in direct propor- 
tion to the size of a company. 

When the Government began 
demanding reports of everything a 
railroad buys, sells, rents, hauls, 
moves, stores—when it took a 
hand in railroad wages and sal- 
aries, the paperwork problem be- 
came more complicated and ele- 
phantine year by year. 

Once the railroads led in the 
adoption of new accounting meth- 
ods and equipment. Then they 
suffered a period of low earnings 
and office methods fell behind 
other industries. For some years 
now the railroads have _ been 
spending money in large amounts 


to provide the most modern meth-- 


ods of wrestling with the ever- 
increasing burden of paperwork 
required. 

Here in 11 pictures and brief 
captions we attempt to show a 
few of the more modern methods 
in use at offices of the Baltimore 
& Ohio Railroad, both at its 
main headquarters in Pittsburgh 
and at other on-line offices. 

To any office executive who 
thinks he has a tough accounting 
problem, only one day in a rail- 
road office may convince him that 
his problems are minor. Just 
imagine reporting on the daily 
movement of thousands of freight 
cars, and figuring where they are, 
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100 IBM key punch machines punch the records of the car service department 
into tabulating or electronic accounting cards. Statistical and accounting 
reports are made from these cards. It's truly a colossal recording task 


35 IBM electronic sorters process the cards from the key punches. Daily and 
monthly reports are made up for traffic representatives. It would be difficult 
to estimate the number of workers needed to perform this job by old methods 


who owes for their use, miles 
traveled, and then having to break 
this all down into reports for 
State and Federal bureaus. But 
this is only one part of the rail- 
road accounting job. 

Its traffic men want to know 
how many tons of coal, iron, 
gravel, bananas, and a thousand 
other items they transported 
when, how far, and for how much. 
And every ticket must be counted, 
checked, and properly charged, 


and remittances made to other 
roads in case the traveler origi- 
nated off line. Same for freight. 
And if the road uses another 
road's bridge, terminal, tracks, or 
other facilities there must be end- 
less calculations for that, too. 
Without the machines shown here 
there just would not be enough 
people to handle the work. 
Not shown in the picture are 
the Muzak machines which broad- 
cast music during working hours. 
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Mountains of Paperwork 


Electronic calculator in car 
service department figures 
train and car mileage at 
the rate of 1,500 calcula- 
tions per hour. The work, 
once done tediously by 
hand, is vastly accelerated 
with this machine. Two of 
them handle the job, sav- 
ing considerable labor. 


IBM electronic accounting 
machine in the central 
traffic bureau prints final 
daily and monthly reports 
on carload traffic for the 
traffic officers. It prints 
100 lines per minute. 
There are 15 machines in 
use in B&O offices at 
Baltimore. 


The road's duplicating 
service bureau uses an 
Ozalid machine to pro- 
duce whiteprints of any- 
thing typed, drawn, writ- 
ten, or printed. It saves 
typing, ruling, and time 
out for verification. Two 
similar, but smaller, ma- 
chines are also used. 
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Payrolls, Claims, Filing 


This battery of 28 NCR 
payroll machines is in use 
to prepare checks, pay- 
rolls, and earnings cards. 
Three original forms are 
prepared simultaneously. 
They are used in Balti- 
more, Cincinnati, and also 
in the Pittsburgh offices of 
the railroad system. 


Remington Rand account- 
ing machine, with a new 
Standard Register dual 
feed and line finding de- 
vice, in the claim depart- 
ment, types checks and 
complete carbon copy rec- 
ord while simultaneously 
punching a_ tabulating 
card. Two are in use. 





In the general freight 
claim and other offices 
mail is opened at the rate 
of 250 pieces a minute. 
Machine slits edge of un- 
opened envelopes. At 
present wage scales every 
possible time and money 
saver must be put to work 
to help lower costs. 
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with Speed and Accuracy 


A railroad is forced to 
keep papers longer than 
other businesses. Here 
modern Rol-Dex _ filing 
units move work of filing 
to operators. Each unit 
holds 62,500 prepunched 
cards showing names of 
shippers and consignees 
of carload traffic. 


Freight claims under in- 
vestigation are kept in 24- 
foot units. The operator 
can move from “A to Z" 
via the mobile chair on 
tracks which are a part of 
the Trans-Dex filing unit 
shown here. This modern 
equipment replaced old 
wooden files. 


Waybills, reports, letters 
and other documents used 
for many purposes are 
copied on this new photo- 
stat machine at the rate of 
20 copies per hour. This 
department serves many 
and varied units of the big 
railroad _ organization. 
Two machines are in use. 
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Attendance 
Upped with 


An lowa insurance company began paying a $5 bonus 
every 2 weeks to each employee who could boast of a per- 
fect record in attendance and punctuality, and soon there 
were no problems of tardiness or questionable absenteeism 


HE Allied Mu- 

tual Casualty 
Company, Des 
Moines, Iowa, has 
found a painless 
way of encourag- 
ing its employees 
to post good at- 
tendance and punctuality records. 

The company pays a $5 bonus 
every 2 weeks to each employee 
who has a perfect attendance and 
punctuality record during the 
period. The bonus is limited to 
those workers on the time clock, 
and the plan has eliminated vir- 
tually all tardiness and question- 
able absenteeism. 

The bonus payment is only one 
of several ideas adopted by Allied 
Mutual to get the greatest effi- 
ciency in the office, while keeping 
the workers pleased with general 
working conditions. The cornpany, 
for example, permits girls to 
smoke at their desks. As in most 
insurance companies, Allied Mu- 
tual has an overwhelming number 
of women, but that has not pre- 
vented it from taking a liberal 
viewpoint toward many tradition- 
bound policies. 

Allied Mutual has no _ rest 
periods, but it sees no necessity for 
them with its arrangement. The 
company pays its employees for a 
40-hour week, but they actually 
work only 3834 hours. There are 
Coke machines and milk and ice 
cream dispensers in strategic spots 
in the building, and any employee 
can get up from a desk whenever 
there is a desire for a refreshing 
pause. In reality, therefore, people 
in the office can “rest” when they 
wish, and there are no bells ring- 
ing to warn them when it is time 
to return to work. 

Before moving into its new of- 
fice building 2 years ago, Allied 
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Mutual rented space in downtown 
Des Moines, and considerable time 
was lost when girls were forced 
to go down to a drug store for a 
brief respite. 

Another thing that Allied Mu- 
tual does that might be a little 
different from the policy followed 
in many businesses involves new 
employees. When a new girl is 
hired, she is told in detail how the 
company’s classification schedule 
works. There is a rate for every 
job, and a definite number of 
raises that can be given to anyone 


Office Gouus 


The office of the executive vice 
president and secretary has a 
desk that will accommodate 
two or three people around it, 
and there is plenty of daylight 
from wide expanse of windows 


in certain work. A new girl is told 
exactly what her starting rate is, 
and then she is told how many 
promotions and raises she can get 
in the job. She naturally may 
show enough talent to warrant 
transfer to another department 
and thus earn more money, but all 
these possibilities are completely 
explained. 

Consider, for example, the case 
of an applicant who has 7 years of 
office experience. According to the 
classification schedule, the girl 
would start at a fairly high rate, 
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By Wells Norris 


and there would be a limited num- 
ber of raises left for her. A com- 
pany representative would explain 
all this to the girl so that she 
would know what to expect after 
she accepted the job. Thus, every 
employee at Allied Mutual knows 
from the classification schedule 
when she is due for another pro- 
motion, and there is no confusion 
about raises, transfers, or other 
changes. 

While Allied Mutual has de- 
veloped some novel ideas for in- 
creasing office efficiency, some of 
the credit must be given to the 
new building. Before the company 
moved into its new structure 2 
years ago, it was cramped for 
space downtown. Some of the files 
were even placed in corridors. The 
arrangement was not too con- 
venient, because the offices had to 
be split up—some on one full floor 
and some on a part of another. 

The situation was becoming so 
bad that the board of directors 
met and agreed on a specific sum 
of money that could be spent for 
a new building. A two-story con- 
crete structure was started in 1947 
in the midst of soaring construc- 
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tion costs, but a close check was 
kept on all figures and many of 
the ornamental but useless fea- 
tures of some new office buildings 
were eliminated. 

Time-study experts estimated 
that working efficiency could be 
increased as much as 25 to 30 per 
cent under the new one-roof ar- 
rangement, as compared to the 
divided departments in the old 
building. The estimates proved ac- 
curate, for company officials say 
that efficiency figures have risen 
throughout the various depart- 
ments in the company. In the filing 
section, for example, it is believed 
that the new setup is 25 per cent 
more efficient than the old. 

In another case, the policy de- 
partment has increased its effi- 
ciency about 35 per cent, although 
some of this change must be at- 
tributed to a new snap-out form 
that slashed a girl’s typing opera- 
tions from four to one. The form 
was manufactured by a local con- 
cern, Associated Lithographers, 
which was just beginning to make 
the forms. 

Allied Mutual executives also 
give some of the credit for the 


The general office has no par- 
titions, for management feels 
that employees prefer the open 
arrangement, and there is a 
smoother flow of routine work 


smoothly functioning office sys- 
tems to the simple idea of limiting 
the number of private offices. That 
is, almost everybody in the build- 
ing is out in the huge office area, 
where there is plenty of room 
between desks and yet the flow of 
work is as regular as an auto- 
mobile production line. The com- 
pany feels that such an open sys- 
tem is ideal for its paperwork 
program. 

Even though Allied Mutual built 
its new structure during a period 
of high construction costs, com- 
pany officials say that the cost of 
the footage was only about 50 per 
cent of what was formerly being 
paid out in rent. 

Much of the furniture and 
equipment in the building is new 
or being replaced. Most of the 
general office desks, chairs, and 
files were made by General Fire- 
proofing, although there are some 
by Art Metal and _ Steelcase. 
Leopold desks and tables are used 
in one private office and the con- 
ference room. 

International Business Machines 
tabulating equipment handles a 
great deal of the paperwork for 
the company’s 300,000 insured in- 
dividuals; and the soundproofing 
is so effective that the tab room 
door is left open without disturb- 
ing workers in the general office. 

A company spokesman said that 
Des Moines is second only to Hart- 
ford, Conn., when it comes to num- 
ber of insurance companies. He 
said that Allied Mutual’s business 

about $5 million a year—has 
been increased at the rate of 10 
per cent a year for the last few 
years. The company was organized 
in 1929. 


19 





A view of some of the offices of the 
new National Canners Association 
headquarters in Washington is shown 
above. The administrative and infor- 
mation division quarters are in fore- 
ground, and Nelson H. Budd, director, 
is at second desk on right of picture 


Mail and duplicating division, where 
the volume tripled but same number 
of people handled the work, is shown 
in part at top right. The waste con- 
tainers are on rollers, and the en- 
tire division is arranged for rapid 
output of the various mailing pieces 


Series of circular pictures at the left, 
from top to bottom: Home of the 
association from 1913 until its move 
in 1950. The dwelling was Victorian- 
period landmark, once having housed 
a cabinet officer and an ambassador. 
The new building is a modern three- 


story and basement structure. Shown 
in the third picture is one of the two 
offices reserved for the use of visiting 
canner members. The chef in the pic- 
ture is manager of the mail and 


duplicating division, but as an ama- 
teur chef he occasionally whips up 
an entree for employees who pool 
their lunch funds for a special treat 


Mail Handling 


HE National 

Canners’ As- 

sociation moved 

to its new head- 

quarters office 

building at 1133 

Twentieth St., 

N.W., in Wash- 

ington, in May 1950, just before 

the start of the outbreak in Korea. 

Under the impact of this emer- 

gency and with its new and 

modern facilities, the NCA has 

handled considerably more work 

than in its former building. This is 

reflected in the volume of dupli- 

cating work and mail output, as 

well as the increased size of the 

weekly membership bulletin, the 

“Information Letter,” with its 

many inserts and supplements. In 

both categories the volume is 

about 3 times that of 18 months 

ago, with practically no increase 
in personnel. 

The new facilities and methods 
of operation of this organization 
may be a helpful model for the 
14,000 known trade associations in 
existence. R. B. Heiney, assistant 
to the secretary, reported that 
when building plans were con- 
templated, they had no model 
after which they could pattern 
their offices. The layout and facili- 
ties are the result of suggestions 
channeled from 1,000 member 
companies and allied groups 
through a_ building committee. 
Two years of effort to find out just 
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what the membership wanted, 
coupled with a composite of the 
best in ideas among the staff, pro- 
duced not only a maximum of ac- 
commodations, but a minimum of 
changes after the plans went into 
the blueprint stage. 

The three-story, L-shaped re- 
inforced concrete building is a de- 
cided improvement over the Vic- 
torian-period structure’ which 
served as the association’s head- 
quarters since 1913. Its improved 
accommodations include _ private 
facilities for visiting members. 
Privilege to use the association 
as headquarters during stays in 
Washington is not new. In the old 
building, however, visitors would 
be moved from desk to desk, oc- 
cupying only such desks as were 
vacated for short periods. This not 
only caused loss of time to office 
personnel upon their return, but 
also inconvenienced the visitors 
because each change meant trans- 
ferring of papers, reports to the 
telephone operator of the move, 
and the usual exchange of apol- 
ogies. Now, visiting members have 
at their disposal two private of- 
fices, equipped with desks, file 
space, chairs, telephones, and alu- 
minum clothes racks. These offices 
have one door opening to the sec- 
retary’s office, and the other to the 
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Privacy for association 
members who are_ in 
Washington on business 
and need a desk and 
telephone temporarily. 


2. Pleasant surroundings 
that have resulted in less 
turnover than before. 


3. A lunchroom in the base- 
ment that makes it un- 
necessary for employees 
to leave the building. 





Association’s New Offices Offer— 


6. New machines that upped 









4. Greater production with- 
out increasing the number 
of employees. 


5. Practical ideas put to use, 
such as wastebaskets with 
handholds and rollers for 
easy maneuvering. 


the general efficiency of 
some of the various de- 
partments, while reducing 
employee fatigue. 








Tripled, Personnel Remains Same 
By Lillian Stemp 





reception room. When not occu- 
pied, these offices serve as private 
conference rooms for the secretary 
or committee members who may 
wish “side’’ discussions of issues 
being presented before a larger 
group. Since the rooms are acous- 
tically treated, competitors occupy- 
ing them can transact their busi- 
ness without being overheard 
Stenographic services are more 
efficient under the private office 
arrangement because it results in 
fewer distractions. 

Good office and laboratory facili- 
ties have not only enhanced the 
service of the association to its 
members, but also have resulted 
in low employee turnover. The 
office employs 80 persons, and here 
is a composite of what they say: 

“We appreciate our present 
working conditions. In the old 
building, the roof leaked; the 
plumbing and lighting were poor; 
dust was prevalent despite daily 
removal; wooden files and other 
old office equipment were difficult 
to handle; the noise distracted us, 
we could overhear most of the 
telephone conversations; we ate 
our lunches at crowded desks; and 
on hot, humid days, we wondered 
if we could last the full day or 
how soon arrangements would be 
made to let us go home early.” 












Now the office staff works com- 
fortably in air-conditioned rooms, 
with soundproofed ceilings, cheer- 
ful surroundings, and the latest in 
office furnishings. There are 35 
typewriters in use, 2 of them 
electrics. Since occupation of the 
new offices in May 1950, every- 
thing in the way of furnishings 
and equipment has been improved. 
Lunch can be eaten in a dining 
room located in the basement of 
the building. Here, too, employees 
can come during the day for a cup 
of coffee. A pot of coffee is made 
available through 5-cent contribu- 
tions to a coffee kitty. 

The staff of the NCA are aware 
that their service is contingent 
upon budget allotments § from 
members. Because they are spend- 
ing other people’s money all items 
of expense are considered care- 
fully and justified fully before a 
request is made. The feeling of 
service which prevails in the as- 
sociation provides an incentive for 
personnel to keep costs low. 

A good example is found in the 
mail and duplicating department. 
This section employs 12 people, 
most of them college students or 
graduates. The department is lo- 
cated in the basement adjacent 
to the lunchroom, and _ handles 


Continued on page 58) 
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Now! The OZAMATIC — 
MAKES DIRECT COPIES OF 





AT NEW LOW COST! 





It’s Ozalid! No gelatins, inks or special masters. 
No typing, no writing. Makes a single copy in 
seconds—up to a thousand copies an hour. 





WHAT IS OZALID? Ozalid is a proved process 
that copies by light transmission at high 
speed. It’s the low-cost, high-quality, fast 
method for reproducing anything drawn, 


typed, printed, or written. 











Ozalid’s new Ozamatic produces clear, ex- 
act copies in any width up to 16”, and in 
any length. 

It delivers a first copy in seconds, clean, 
dry, and instantly ready to use... up to 
1,000 letter-size copies an hour... at about 


11/2 ¢ per copy. 


READ HOW OZALID CAN MAKE MONEY FOR YOU 


You can use the world’s most versatile copying process 
in your everyday work ... reap the same profits as 
the companies shown below. See how other companies 


use Ozalid copies to step up efficiency and profits. 


Purchase Orders—Gimbel Brothers sends Ozalid 
copies to its Accounts Payable sec- 
tion... pays bills immediately and 











cashes in on maximum anticipa- 





tion discounts. 


Customer Records—Sealright Co. copies and files job- 
ber and customer records in one- 
sixth the time formerly needed. 


Invoices — Strevell-Paterson Hardware Co. has one 


+ ey girl process 1,000 bills in one day 


—9 times as many as ever before. 


Accounting Records— Ford Motor Co. has eliminated 


«(Gj ; manual copying and proofreading 


in preparing certain records... 
saves 64 minutes on each. 
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Reports—American Airlines saves $82.10 each time 


se one flight report is prepared. 


Engineering Drawings—The Trane Company writes, 
“With the aid of Ozalid, the 50 
draftsmen in our Product Design 
Department turn out as much 
work as 68 or 69 draftsmen could 
normally produce.” 





Wide choice of colors for your copies 


The new Ozamatic will produce copies in 
black, blue, red or sepia ...on a variety of 


papers, cloths or foils. 


You can change instantly from color to color 
any time during the run, from the same origi- 
nal or a different one —or from size to size, 
without any adjustments whatsoever. All you 
do is reach for a new sheet of Ozalid paper. 
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@ Desk-Top Machine that 
LETTE ORDS, INVOICES, 


Anyone Can 
Operate It 


Your secretary, office boy — 
anybody—can learn to operate 
the Ozamatic in five minutes. 
Handsomely streamlined, 
silent, compact. Fits on a 
small desk, as shown here. 

Absolutely clean in operation 
—nobody needs to take time 
out to wash up after using it. 


VOLUME FROM A SMALL MACHINE 


1. Feed in ; 2. one speedy, 3e Clean, dry 

originals u aL noiseless exact copies, 

No retyping | revolution = instantly 

= oe | y : No negatives | | : No proofreading 

No P — d > No messy inks | , No poor carbons 
ete d —— a or chemicals : j= No smudge 


No darkroom , No distortion 
No waiting 





Reproduces from any translucent origi- . . . Operation fully enclosed in com- Assures absolute accuracy, com- 
nal. For opaque materials, a fast, inex- pact machine that takes little space plete clarity, in every copy. No pos- 


pensive intermediary process is required. Fits on top of desk. sible chance for typing or other errors 


FOR DETAILS HOW OZAMATIC can help boost your pro- 
duction . . . cut paperwork costs . . . send for Ozalid’s FREE 
illustrated literature. Learn how easily Ozalid fits into your 
accounting, purchasing, shipping, order handling and receiving 
systems. In any business, any department! 


Cut Copying Costs ...Use 


OZALID 


Johnson City, N. Y. A Division of General Aniline & Film Corp. 
“From Research to Reality” 
Ozalid in Canada — Hughes Owens Co. Ltd., Montreal 
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Lutheran Mutual's modern office building in the small town of Waverly, lowa, was completed in 1932, but a recent 
addition doubled the space and included many improvements. Now the employees are unhappy when they are not busy 


Staff Unhappy When Idle 


UTHERAN Mutual Life Insur- 
ance Company's __ president, 
Walter G. Voecks, said recently 
that his organization has any- 
where from 25 to 50 per cent 
fewer employees than the average 
insurance company of similar size. 
Lutheran Mutual has about $235 
million of insurance in force, and 
there are approximately 150,000 
policyholders. The total income 
for 1950 was more than $8 million. 
Handling all the paperwork for 
this business are 92 employees in 
the Waverly, Iowa, home office 
building. 
The main reason why so rela- 


There is a special room (left above) 
that can be used for conferences, with 
the desks grouped together; or desks 
can be separated for training courses; 
and a screen is available. Employees 
have a spacious lounge (lower left) 


tively few people can accomplish 
so much work, according to Mr. 
Voecks, is their attitude toward 
their work. “Our employees are 
thoroughly unhappy when they 
aren't busy,” he said. 

An example of a recent in- 
cident was cited. Vice President 
Ernest Koopman, who is in charge 
of the office force, saw that the 
mail department was approaching 
its productive capacity. Although 
there probably was not enough 
work to keep another employee 
busy all the time, he knew that 
the regular mail staff would not 
be able to keep up with the volume 
much longer. Therefore, he told 
the department head that another 
employee would be added. 

Surprising as it may seem, the 
whoie staff disagreed with the 
decision. The employees said that 
they would rather work harder 
than stand around with nothing to 
do—which might happen with an- 
other worker added. The new em- 
ployee was eventually put on the 
payroll, but the mail-room group 
would have preferred no change. 

On another occasion, Lutheran 
Mutual had invited some women 
who were visiting the local 
Lutheran college to stop by and 
see the offices. Mr. Koopman 
needed about a dozen employees to 








(heck: mated by cancelled cheeks ? 


I; RECONCILING cancelled checks means long 
hours and short tempers for your office staff, you 
may find yourself in a tight spot. 


Payroll checks, dividend checks, checks for 
accounts payable, all checks and any checks have to 
be double-checked promptly and accurately. 


That’s why so many firms, in every kind of business, 
are making the smart move to McBee Keysort 
checks and “batch reconciliation.” Keysort checks 
are easy to handle, easy to understand, provide greater 
accuracy, save up to 85% in operational time. 


Any girl in your office can learn to reconcile checks 
the Keysort way in half an hour. Keysorting is less 
tedious than any other form of check reconciliation. 
And because Keysort is so flexible, the girls can 
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double up on the job without special training. 


No matter what kind of checks you use now— 
printed and lithographed checks, safety paper checks 
of standard or special design, or pantograph checks 

all are easily converted to the Keysort system 
By adding pre-coded punched holes to each check, 
Keysort takes the dirty work out of reconciling. 
When notched, these marginal holes make it easy 
to sort both large and small volumes of checks 
in minutes—and make it easy to see that checks 
are filed correctly 

. * * 

There are McBee offices in 80 U.S. cities. The 
McBee man near you will show you how Keysort can 
speed your check reconcilement. Ask him to drop 
in. Or write us 


THE McBEE COMPANY 
2 


Sole Manufacturer of Keysort — The Marginally Punched Card 
295 Madison Avenue, New York 17, N. Y. Offices in principal cities 
The McBee Company, Ltd., 11 Bermondsey Road, Toronto 13, Ont. 








ARTHUR M. HILL, Chairman, Executive Committee, Greyhound Corporation 


says, “TIME-MASTER has become an indispensable part of my daily routine. 


Your electronic memory for 
thoughts, ideas and meetings! 


Something happy happens to the 
man who brushes off antique 
dictating methods and brushes 
up on the last word in modern 
dictation—the TIME-MASTER! 


For here is the “thought trap” that 
does more than speed up and ease up 
everyday correspondence. It’- the handy, 
logical solution to every dictating-record 
musings! 


ing problem—from memos to 


Versatility! Efficiency! That's the hey 
to TIME-MASTER’s remarkable success. 
Compact, light, completely portable, it’s 
a time-saver, cost-saver on the road and 


at home as well as in the office. 


Heart and soul of the TIME-MASTER 
is the unique Memobelt, a revolutionary 
A magic band that 


“talks back’ ac- 


recording medium, 


“listens” attentively, 


curately, it catches those elusive random 
ad libs as they occur to you. 

Word for word, even a whisper is 
recorded and played back by Ve mobelt 
As much 


as 15 minutes continuous dictation will 


with utter fidelity and clarity. 


go on one of these tiny flexible, plastic 
belts. 

Thousands of busy executives 
agree with Mr. Hill, who says that 
TIME-MASTER has become 


able part of my daily routine.” 


‘an indispens- 
Chances 
are, TIME-MASTER can help streamline 
your office operation. For a free demon- 
stration, call your Dictaphone man right 


now, or use the coupon. 


Send for your free 
copy of “Time Itself.” 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation. 


Se ee 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 


Dictaphone offices, agents, 
and service the world over. 


DictapHone Corp., Dept. J-101 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of “Time Itself.” 


Your Name 








Company 





Street Address. 





City & Zone. 





stay overtime an hour or so, since 
the visitors would not be at the 
company until just before 4:30 
p.m., when the office ordinarily 
closes. He walked through the of- 
fices and asked a dozen employees 
if they could remain awhile. 
Everyone agreed, and there was no 
talk of overtime pay. Even with 
the added time, none of them 
would be working longer than 40 
hours that week, because of 
Lutheran Mutual's short work- 
week. Therefore, overtime pay 
would not be required by law. 
What the company planned to do 
was to give these employees 
enough time off during a regular 
workday (whenever they wanted 
it) to even up their working hours. 

The interesting part of this in- 
cident, as explained by company 
executives, is that the employees 
are pleased to help out whenever 
they can, and there is never any 
discussion of remuneration. 
Further clarification is probably 
necessary, since somebody might 
get the idea that Lutheran Mutual 
workers say yes to an overtime 
proposal because they are afraid 
to say no. That is not the case. The 
company’s general office em- 
ployees know their executives 
well, and they would never hesi- 
tate to refuse if they wished. 

Although Lutheran Mutual em- 
ployees seem happy to stay over- 
time now and then, the company’s 
short working hours surely are a 
strong attraction. The offices are 
closed at 4:30 p.m., and in the 
small town no home is more than 
10 minutes away. Too, the com- 
pany is open only 5 days a week, 
while employment in a retail store 
or in some of the smaller busi- 
nesses in Waverly would require 6 
working days every week. 

Now and then a girl at Lutheran 
Mutual will be attracted by the 
nearby city of Waterloo and will 
leave the company to find employ- 
ment there. In several cases, these 
girls have returned to Waverly 
and asked for their old jobs back. 
As long as their records are clean, 
and if there is an opening, these 
girls are put back on the payroll. 

There are various reasons why 
the insurance company’s’ em- 
ployees have such an enthusiastic 
approach to their work, which in 
turn enables them to _ produce 
more than might be normally ex- 
pected. The building itself is one of 
the most modern in Iowa. A re- 
modeling program 2 years ago in- 
cluded a new addition, which 
doubled the office space. At that 


(Continued on page 60) 
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The thief that lurks behind every sheet of paper 


E mighty suspicious of that sheet of paper you 

pick up. [t might look innocent enough. But be- 

hind it might be hidden the dagger of the Paperwork 
Pirate—a most dangerous profit thief. 

Millions of dollars annually are lost to the Paper- 
work Pirate. But this need not happen in your com- 
pany. You can simplify your paperwork procedures 
through mechanizing the Multigraph way. 

Multigraph production machines for business rec- 
ords can save scarce man-hours in purchasing. order- 
billing, production control, material control, shipping 
—in fact every department of business. 

Anything you want to reproduce—be it typed, 
handwritten or printed material, drawings or photo- 


graphs, or any combination—can be done faster and 
without error. You write just once on the low-cost. 
paper-like Multilith Duplicating Master. Then blank 
paper is quickly « hanged into a half dozen, hundreds, 
or thousands of permanent copies of business forms 
—complete with written information—in black or 
colors. And each copy is a sharp, clear original. 

Count the time it takes in minutes, the cost in 
pennies. You save the expense of large stationery 
stocks, the waste of outdated items. 

Let us help you banish needless clerical expense. 
Call the local Multigraph office or write Addresso- 
graph-Multigraph Corporation, Cleveland 17, Ohio 
—Simplified Business Methods. 


Addressagraph-Multigraph 


Production Machines for Business Records 


SERVING SMALL BUSINESS — BIG BUSINESS ~— EVERY BUSINESS 
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Storage Vault Built in Mountain 


F an atomic bomb ever en- 

dangers this country, one of the 
safest shelters undoubtedly would 
be some vaults in the hills outside 
Hudson, N. Y. The vaults, how- 
ever, will be used for storing 
records. 

The entire project is the idea of 
Herman Knaust, Catskill indus- 


trialist, who formerly used the 
caves in Iron Mountain for grow- 
ing mushrooms. He has formed the 
Iron Mountain Atomic Storage 
Corporation, which currently em- 
ploys 600 persons, a majority of 
whom are displaced persons, to 
handle the operation. 

One quarter of the multimillion- 


This main entrance to Iron Mountain's atomic-bombproof vault rooms will 
be camouflaged to match the mountainside after the project is completed 


The vaults in the large mountain are well guarded by this 27-ton Diebold 
door at the entrance, and smaller doors guard the inner individual rooms 


28 


dollar job is already completed, 
and over 100 vault rooms of vary- 
ing sizes, of reinforced concrete 
and steel and equipped with Die- 
bold vault room doors, are in final 
stage of completion. Assigned the 
important job of guarding the 
inner corridors to the vault rooms 
is a 27-ton Diebold round-type 
bank vault door, equipped with 
4-movement timelocks. 

To picture this unusual project, 
imagine a large tunnel a few 
hundred feet below a crest that 
radiates into corridors for 1,000 
feet, and you have an idea of what 
the inside of atomic-bombproof 
Iron Mountain looks like. One rea- 
son Iron Mountain is considered 
atomic bombproof is that virtual- 
ly all of the mountain is made up 
of 45 per cent iron ore, which 
weighs twice as much as ordinary 
rock—and in addition, the vault 
rooms lie 125 to 250 feet below the 
surface. The iron ore content ex- 
plains the need for dynamite blast- 
ing, since digging equipment 
simply doesn’t phase the hard 
rock inner core of the mountain. 

Upon completion, the interior of 
the mountain will contain 400 
vault rooms ranging from 250 
cubic feet to 15,000 cubic feet in 
size, and provide a_ staggering 
total of 1,800,000 cubic feet of 
storage space (equivalent to the 
inside of the Empire State Build- 
ing)! Elaborate air-conditioning 
and humidity-control equipment 
will use up 2,000 feet of pipe, and 
the entire project will bristle with 
safety precautions: Shafts reach- 
ing too close to the surface will be 
plugged with 12-foot-thick con- 
crete; two complete sets of com- 
munications equipment and a 
dual alarm system to alert local 
authorities are planned; and a 
deputized private 25-man_ police 
force will maintain guard contact. 

The administration building en- 
trance which houses the vault door 
will also contain facilities for 
photostating, microfilming, filing 
and storage preparation. 

Inquiries for storage space have 
poured in from banks, museums, 
industries, insurance firms, both 
here and abroad—definitely indi- 
cating that atomic-bombproof stor- 
age mountains are here to stay! 
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PARES 


\ 


MAINTENANCE WORK REQUISITION 


¢ 


# He keeps kilowatts coming 


Continuous Interiesved 
Typewriter Forms 


..- on the dotted line 


Practically everything we need to live 
takes power to light up a city, fill a 
tooth, iron a shirt. And bringing this 
power from the big generator to the little 
button on the wall takes efficiency —the 
kind symbolized by the poTTED LINE, the 
perforation on Moore forms 

Moore forms give industry the power to 
run smoothly, with red tape and delay 
cut almost to zero. The forms above con- 
trol Producing (4-part Production Order) ; 
Maintaining (2-part Maintenance Work 
Requisition); Billing (6-part Invoice), 

Any business that needs power needs 
DOTTED LINE efficiency. It pays off in bet- 
ter work, speedier flow, less writing with 
less error. The DOTTED LINE is more thah a 
perforation—it’s a CURRENT that pulses 
through an organization, keeping 
efficiency up and cost down 

On most form styles Moore is prodwuc- 
ing to capacity—its new, greater capacity 

supplying industry with DOTTED LINE 
efficiency to help make America strong. 
Niagara Falls, N. Y.; Denton, Tex.; Emery- 
ville, Calif. 


MOORE w= 


BUSINESS FORMS, INC. 


Moo ffices in ove x ties. Regional factories and distri- 
bution points Canada als THE RIGHT 


BUSINESS FORM FOR EVER RM OF BUSINESS! 











WORTH SEEING IN NEW YORK 


CARD FINDING SYSTEMS 


SIMPLAFIND — An entirely new, motorized, completely 
automatic card file — is unequalled for speed, compact- 
ness, comfort. Simplafind uses existing records without 
recopying or alteration. (Simplafind is not a wheel type 


file.) 


WHEELDEX provides over 30 models for hand or motor 
operated wheel type card files. Only Wheeldex provides 


comfortable direct posting without removal of card from 


file, plus many other exclusive time-tested features. 


WHEELDEX NEW YORK COMPANY 
425 Fourth Ave. cor. 29th St., New York 16, N. Y. 
Phone: LExington 2-9250 


System Boosts 
Parts Sales 
By Donald P. Nelson 


Vice President, Trew Motor Co. 
Washington, D. C. 


HE necessity for putting our 

18,000 automotive parts under 
more efficient and economical con- 
trol prompted us to seek new and 
mechanized procedures back in 
1946. That year our wholesale 
sales volume of Dodge-Plymouth- 
Chrysler automotive parts to deal- 
ers and independent garages ex- 
panded so that manual methods 
were too limited for efficient 
control. 

The rapid postwar changes and 
modification of parts became too 
much for our clerk to keep up 
with. Our parts location card file, 
through which parts were located 
in the stockroom by aisle and bin, 
was the focal point. It was vital 
that transcribing these six- and 
seven-digit numbers through a 
series of changes be accurate. 

Prompt and reliable service to 
our dealers who order parts fre- 
quently by their old numbers de- 
pended upon it. Yet our old system 
was inadequate to meet the numer- 
ous changes that factories were 
making in parts. Let me give you 
an example: 

Take a Chrysler fender bolt. It 
may have had one number in 1929; 
another number in 1934, when the 
bolt was cadmium plated; in 1937, 
another number superseded the old 
when the bolt was case hardened; 
in 1941 the factory attached a 
head on the bolt, and the number 
was changed again; in 1943, they 
may have substituted material and 
so the number was changed again; 
in 1946, when a better material 
was available, another number 
change took place. 

Take this example and multiply 
it by hundreds of parts, and you 
get an idea of the enormous task 
our clerk was burdened with. 

Moreover, these changes were 
stepped up greatly after the war. 
Parts formerly serviced as an as- 
sembly, like an old wheel cylinder, 
were now serviced by component 
parts. One number that formerly 
took care of seven or eight parts 
was broken down to seven or eight 
numbers. 

It not only took a clerk’s full 
time to keep up with changes, but 
he was continually interrupted by 
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TECHNIPLAN 


OFFICE 


Techniplan, the original fully-developed modular 
system of office equipment, accomplishes two 
highly desirable results: 
1. Reduces floor space by 18%° per worker 
without reducing work surface areas. 


2. Provides for greater ease and speed in 
worker output. 


TECHNIPLAN uses interlocking, interchangeable 
units, offering hundreds of variations in arrange- 
ment—space utilization. Any desired combina- 
tion of work facilities. Wasted out-of-reach areas 
are avvided. 


TECHNIPLAN equipment is simple and tasteful in 
design for distinguished appearance. It can be 
installed a few units at a time, or the complete 
office. Rearrangement of the equipment is always 
easily and quickly made, to suit changing needs. 


Get Techniplan information from your Globe- 
Wernicke dealer—listed in your classified phone 
directory under “Office Equipment- Furniture” 
—today! 





Office Equipment, Systems, 
and Visible Records 
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HIGH EFFICIENCY IN 


orice 
OFFICE 18%* LESS FLOOR SPACE 





Basic “L'’ unit—desk with ped- 
estal and center drawer — auxiliary 
top with end supports. 


Cincinnati 12, Ohio 


*Applies to Techniplan 
illustrated as compored 
with traditional arrange- 
ment. Other savings up 


“L'’ Unit with horizontal section 
under auxiliary top. Various ar- 
rangements possible for letter files, 
map and drawing files and card 
index files 


Partitions for privacy—noise bar- 
riers — in full (66°) of medium 
(48") height — in all-wood or 
combination wood and glass. 
4— Work station for two per- 
sons by the addition of desk unit 
gives economy of space and in- 
creased work efficiency. 


f 


\ ¢ A 
Vy) 





Two Techniplan bays give semi-private 
work stations for two persons. Ideal for 
executive offices. Full height, all-wood 
partitions. 
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the 40-some staff members de- 
pendent on his records for locating 
parts in the stockroom. 

A new system had to be intro- 
duced. We called upon the account- 
ing engineers of International 
Business Machines on how our 
problem could best be met, with- 
out a machine installation. 

After a study of our needs and 
our method of handling parts 
location and number supersedence, 
they recommended a punched-card 
service to be done at IBM monthly 
upon our preparation of a record 
of all changes that had taken 
place. 


* t ‘ \Y IBM furnishes us with a 
\v # if ! * “DOODLES in the Air” monthly location and supersedence 


listing service. All parts in stock 
are unobserved WASTE MO- are be listed on Saale by part 
TIONS . . . extra manipulation number, part name, location, and 
of hands and equipment. In- supersedence number where there 
visible red tape that snarls is one. Six copies of this listing 
production and leaves a trail are run off at once by IBM so that 
of errors, annoyance and fa- six references placed at the sales 
tigue. counter, in our receiving and ship- 
ping departments, and in the stock- 
x room are accessible to our staff 
instead of one. 
These books are also kept at our 
Wasteful! Unheard of! truck and car repair shops at our 
two retail stores. By looking up 
the book, a clerk at the retail 
shop can tell at once whether we 
No “doodling” among sky-writers—that’s stock the part he needs, and the 
for sure! The slightest deviation would be aisle and bin in which it is to be 
, , , found. 
noticed immediately. At the wholesale location it 
saves us time in letting a dealer 
. , ; know if a part is on hand or not, 
record-keeping are unavoidable with poorly or still available. 
designed or outmoded business forms. Our The service has meant a tre- 
mendous saving in time for us. 
Our former card system of several 
otherwise invisible waste motions .. . hundred thousand parts meant 
fingering through a sequence be- 
a ‘ 2 : ; , fore the precise card would be 
Business Forms.” Let us plan improved forms found. If a card was missed. the 
for you... to gain better control, save your time, sequence would be lost. If a card 
was misfiled, we were at a loss to 
locate the part. We might have 
hundreds of that item in stock, 
ila aaa etait ts AMERICAN LITHOFOLD CORP. but it might be impossible to lo- 
FREE COPY of “TIME AND 500 Bittner Street * St. Bouin BS, Miseaur cate them if the file provided no 
MOTION STUDY IN LIGHTS" Branches: New York, Chicago, Detroit, Washington, clue to the new number. It caused 
Raleigh, N. C., and other principal cities lost sales. 
Without obligation, SEND ME the new illustrated brochure Anyone working constantly with 
TIME AND MOTION STUDY, showing how we can eliminate numbers knows how easy it is to 
“doodles” —save important time, work and money with transpose a number. Leaving the 
LITHOSTRIP “PLANNED BUSINESS FORMS.” parts book on the counter, a clerk 
going back to the stockroom to 
COMPANY NAME look for a part might easily re- 
verse a couple of numbers and 
come out with the wrong part. If 
we specified the wrong part to a 
dealer, much damage could be done 


However, wasteful “doodles in the air” in 


scientific tracer light studies reveal these 





show how they can be eliminated by our “Planned 


increase your production and your profits. 


ADDRESS 
CITY ; ZONE STATE 
SIGNATURE to a car. 

Under the old card system, a 


Copyright 1951, Americon tithotold Corp. AB clerk would have to refer from 
eaeeccenenoooeeeoeoeeeeooecoan” one card to another through the 
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PUTTING YOUR 
FINGER ON FACTS! 


The faster you get the facts, the 
better prepared you are to make wise 
decisions. 


Across the nation, organizations are 
getting accounting and statistical facts 
when they want them and in the form 
they want them . . . because they use 
IBM Electronic Business Machines. 





( IBM 


INTERNATIONAL BUSINESS MACHINES 
590 Madison Avenue, New York 22, N. Y. 
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seventh or eighth change until he 
found the current number. Today 
the mechanized service skips three 
or four supersedences. 

We now record changes in parts 
numbers right on the current IBM 
sheet from the Chrysler Corpora- 
tion invoice that accompanies all 
parts shipments. Shipments come 
in three times a week and some 
500 to 600 changes are made a 
month. The changes in the current 
sheet are sent in to IBM monthly, 
and the entire price and location 
book is done over. 

We use this punched-card serv- 
ice for our yearly inventory as 


well, and here the saving in work- 
hours is enormous. Once a year 
we take a bin count of all parts, 
which takes 2 days. It takes an- 
other 3 days to post our physical 
count, extend and reprice on our 
perpetual inventory cards. We 
maintain a tub file of cards on all 
parts indicating on each the parts 
number, parts name, location, 
classification, receipts, cost, dis- 
bursals, and list price. 

After the posting, the inventory 
was written by hand by six clerks 
working all day and late into the 
evening for a week. During inven- 
tory-taking, other business came to 





Plenty of Parking Space Here 


URROUGHS Adding Machine 

Company has planned a new 
building for its Chicago branch. 
It will include features that would 
be welcomed anywhere. 

For one thing, there will be 
parking facilities for 100 cars of 
customers and sales and service 
representatives, which is certain 
to be welcomed in an area that 
is already jammed with traffic. 

Another feature will be a unit 
of four separate conference rooms 
built on three levels. These rooms 
can easily be converted into a 
theater-type assembly area, with a 
capacity for seating several hun- 
dred persons. 

A three-story structure that will 
front on Lake Shore Drive and 
overlook beautiful Lake Michigan, 
the building will have a broad ex- 
panse of plate glass to enable 
people to see the company’s dis- 
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plays. There will also be an un- 
obstructed view of the entire office 
and sales area on that level. The 
new building will be completely 
air conditioned and acoustically 
treated. 

Other facilities include greatly 
enlarged demonstration rooms, an 
office area designed for peak ef- 
ficiency, special sales and service 
rooms, well-appointed private of- 
fices, spacious quarters for Bur- 
roughs operators’ training on the 
third floor, and special laboratory 
and equipment for processing 
all of Burroughs’ new microfilming 
equipment. 

The new building will provide 
approximately 50.000 square feet, 
compared to the 22,000 square feet 
available in the old quarters. Con- 
struction is expected to begin as 
soon as material is available. 


Now business con- 
stocktaking 


a standstill. 
tinues as usual at 
time. 

Once the physical count has 
been put on the cards and dis- 
crepancies reconciled, our work is 
through. Our inventory cards are 
sent to IBM, where the informa- 
tion is put on punched cards and 
then listed on the accounting ma- 
chine. Extensions are made to the 
third decimal place. The completed 
report is sent to us within 24 
hours. 

We use IBM service in still an- 
other phase of our business, the 
listing of wholesalers’ surpluses. 

In 1948, nine other wholesalers 
located in Cleveland, Youngstown, 
Raleigh, Baltimore, Newark, 
Marysville, Atlanta, Detroit, Buf- 
falo, and our company agreed to 
list surplus stock of parts for the 
purpose of disposing of them 
through exchange. 

We wholesalers found ourselves 
faced with the same problems 
an oversupply of certain parts 
that in some cases was due to 
poor ordering, in other cases to 
postwar changes in obtaining parts 
from the factory on a component 
instead of an assembly parts basis. 
Varying local shop practices over 
the country contributed to fhese 
surpluses. 

In centers of the _ industrial 
North, skilled labor in the automo- 
bile repair shops may straighten, 
repair, and overhaul parts. In the 
nonindustrial South, they may 
have to resort to replacement of a 
part because skilled labor is 
lacking. 

Let me give you an example of 
this: In Atlanta they may replace 
water pumps. In Youngstown, 
where skilled mechanics are avail- 
able, they may overhaul water 
pumps. One jobber may find him- 
self with no pumps whereas an- 
other may have built up an in- 
ventory of them without hope of 
moving them. 

By listing and selling our sur- 
pluses among ourselves, we would 
thereby not only recover our cost, 
for we agreed to sell to each other 
at wholesalers’ cost less the ship- 
ping charges, but rid ourselves of 
dead stock and thereby increase 
our available storage space for 
other items. It would correct in- 
equities of distribution. 

IBM now lists for us some 500 
items monthly of jobbers’ sur- 
pluses. Through this reciprocal ar- 
rangement, we exchanged $165,000 
in parts the first year. Having 
IBM do the listing has facilitated 
handling such a disposition. 
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around Your New Jackson Desk— 


Meetings Without Delays 


How does a meeting or conference begin in your 
organization? Do you start searching for a vacant 
conference room? Do you borrow somebody’s va- 
cant office? Do you send out assistants to find 
extra chairs, and a couple of tables? Do you lose 
time, delay important people, wreck your own 
day’s schedule while preparing for a conference ? 

Try holding meetings, “get-togethers,” confer 
ences over the big, new, comfortable Jackson 
Conference Desk. Overhanging top at both ends 
and the approach side enables five visitors to 
gather ’round your desk with ample knee room, 
and complete comfort. 

Here is the modern desk equipment for the 
busy office where co-workers, visitors, clients, 
customers, attorneys, consultants may gather for 
quick, intimate, comfortable meetings—without 
delays. And it is the most efficient, comfortable 
work desk for routine days you have ever used. 
Truly a multiple purpose business tool. 


The New Jackson Conference Desk is offered 
in three sizes—43 by 84 inches, 39 by 76 inches, or 
39 by 58 inches. Suntone finish, genuine walnut, 
or eye-ease, Softone Finish rift oak. You will be 
amazed at the low prices and the masterful work- 
manship, and selected materials which insure 
every Jackson Desk’s durability for a full business 
lifetime. 

Every key city has a qualified, 
experienced dealer in Jackson 
desks. Write us today for the 
name of the dealer nearest you. 
He can show you how to slice 
precious hours off your busy 
day’s schedule. With our answer 
we will include a copy of our 
now-famous booklet, “Lower Of- 
fice Costs.” It shows how to take 
giant whacks off office operating 
costs. 


See ores uatnenvenenpnacanenacanecneptaneneesones 


ONDE FUEYNEDEUHSUanDORORENOREREONNELEDOHNUENEOO® 


WASPER OFFILE FURNITURE LO. 


JASPER, 


INDIANA 
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for 


men 


Model 17-T 
General Office 
Chair, about 
$43.95 


Model 17-A 
Jr. Executive 
Chair, about 


$48.45 


6 EASY ADJUSTMENTS 
-+.no other office chair has them all! 


+ Seat adjustable in height by means of Cosco’s exclusive 
“Finger-Lift’’ mechanism, which positively locks seat at 
any desired height between 1644” and 2014” 

- Seat adjustable in depth by sliding back in or out 

. Front of seat may be raised as much as 114” from parallel 
position to obtain desired slope of seat 
Backrest, which has two-way curvature for maximum 
comfort, may be moved up or down 114” to provide back 
support where desired 

- Backrest adjustable in or out for pitch, within 114” range. 
Tension of spring-action tilting seat and back adjustable 
with turn of handwheel beneath seat 


Model 16-F 
Secretarial Chaw 
with fixed back, 

about $29.95 


Model 16-5 


Secretarial Chaw 


with spring tension 


back, about $31.95 r— 
if 


wy 


5 FULL POSTURE ADJUSTMENTS 
-.-all easily made without tools! 


Seat adjustable in height by means of Cosco’s ex- 
clusive “‘Finger-Lift’’ mechanism, which positively 
locks seat at any desired height between 16” and 20”. 
Seat adjustable in depth by sliding back in or out. 
- Padded, contour backrest may be raised or lowered to 
provide support wherever desired to assure maximum 
comfort. 
- Backrest tilts freely to “follow” each movement of 
the occupant’s back 
Tension of spring-action back adjustable by hand- 
wheel beneath seat. 
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Featuring four “Finger-Lift” models easily ad- 
justable to the user’s own physique... his 


own work habits...his own ideas of comfort 


Model 20-L 


cm-Fit” Side Chair 


sbout $23.95 


Model 20-A 


“ude Chow 


Form-Fit 
about $29.95 


5 OUTSTANDING 


comfort and construction features 


New contour back curves two ways to provide the 
most restful support and insure maximum comfort 


Large, all-steel, saddle-shaped seat—cushioned with 
foam rubber latex 

. Rubber-cushioned, steel gliders to protect floors 
Legs extended in rear to prevent back from touching 
or marring walls. 
Seat, 18” high in front, slopes 134” to the rear for 
extra comfort. 
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keynote of this complete, new line of Cosco 
comfort, quality and styling such as you never 
yet at prices which only Cosco’s mass-produc 


That's the 
Office Chairs 
knew existed 
tion facilities could make possible 

Featured in this Cosco line are four models with the exclusive, 
“Finger-Lift” height-adjusting mechanism 
ijustments in all which permit the 
his own 


positive-locking 

and up to six easy ac 
these chairs to his own physique, 
ideas of comfort 


individual to ‘“‘fit 
work habits, and his own 

All six models in the line 
side chairs for general office use, 
design, construction and finish to give yo 
‘in addition to providing the most efficient and most 
and business visitor 


which also includes two “‘Form-Fit”’ 
certain similarities of 
“decorative 


have 
ir offices 
symmetry 
comfortable seating for every employee 

Frame and base, or leg, construction is of sturdy, tubular 
steel, with finish of gray, brown, or green baked-on enamel 
Series 16 and 17 chairs have large, 2”, soft-rubber casters; Series 
20, rubber-cushioned, steel gliders all-steel, saddle 
shaped seats are cushioned with foam rubber latex. Seats and 
Tufflex-padded backs are upholstered with perforated Du Pont 
“Fabrilite’’—a cloth-backed vinyl plastic—in green, brown, 
maroon, or gray. Model 17-A Jr. Executive Chair and Model 
20-A Side Chair have flexible plastic armrests to match up 
holstery 

Standardize on Cosco Office Chairs in your offices. Ask today 
for a demonstration and see for yourself the outstanding features 
Chairs . at leading office 


Large, 


and advantages of Cosco Office 
furniture stores everywhere 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 


Also mokers of COSCO Household Stools, Chairs and Utility Tables 


WTETTD Office Chairs 


Good Seating... 


in good taste... is good business 


7 ~~ 


Clip this Coupon and Mail Today to 
HAMILTON MANUFACTURING CORPORATION, Dept. A. COLUMBUS, INDIANA 


Gentlemen 


nd me, without obligation, the following 


m Cosco Office Chairs 


lease 
information 
Name of nearest dealer 


Complete catalog 


Nome 
Title 
Compony 
Address 


City 











How to make a 
smart 
investment 


in good men 


I. good business to keep your good executives happy. As the man- 
power shortage problem grows, it becomes vitally necessary to hang 
on to your best men. Like skilled workmen, your executives need the 
finest of tools to do their best work. We are giving our best men the 
best tools, thanks to the office furniture replacement plan the Security 
Steel representative worked out with us. We checked the field and we 
chose Security’s CRESTLINE. Why not look into CRESTLINE 


Office Furniture . . . it’s a smart investment for the years ahead. 


SECURITY STEEL EQUIPMENT CORP. 
AVENEL, Mew FSERSEY 
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Letters Build 
Teamwork 


(Continued from page 8) 


news, even good news. It seems 
almost axiomatic that the em- 
ployee would have a right to ex- 
pect news concerning the company 
which employs him to come from 
an authoritative source at the top 
of his organization. 

Yet it is true that in many com- 
panies the employees are almost 
the last to learn the true facts. 
They may hear grapevine rumors, 
they may pick up all sorts of 
water-cooler gossip and _ scuttle- 
butt, but employees seldom or 
never receive a_ straightforward 
report from trusted men at the 
top of their organization. 

Recently a well-known company 
began construction of a _ large 
addition to its plant. Employees 
first received word of it when they 
were told not to park cars on the 
vacant lot where the construction 
was to begin. Next day the dirt- 
moving and excavating-equipment 
contractors moved their equipment 
to the job and began excavating 
for the basement. 

Gossip flew around the plant, 
“We have a war contract,” or “It’s 
a new office,” and still other gossip 
reported that a subsidiary com- 
pany was being organized to manu- 
facture a wholly different product. 
How much better it would have 
been had the president of the 
company addressed a message to 
all employees to reveal the com- 
pany plans for expansion. This 
was good news to everybody. Here 
a chance to spread good news, to 
increase a sense of pride in the 
company, and to add to every em- 
ployee’s feeling of security was 
completely overlooked. 

Mr. Frantz says in a recent re- 
port on his letter program, ‘‘Hav- 
ing now written more than 400 
consecutive weekly letters, it is 
obvious that every possible subject 
relating to company business has 
been covered. 

“The cumulative effect of many 
letters dealing with business prob- 
lems as they arise weekly serves 
as a course in business economics. 
This is evidenced in better under- 
standing and willingness to coordi- 
nate efforts for accomplishment of 
desired results. 

“Ground work is thus laid to 
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VICTOR CAN HELP YOU 


Increase Efficiency, Cut Costs! 


VICTOR CUSTOMS 
Available in 10-key or full keyboard 
Total 999,999,999.99. Both models 
same size, weight and price. 





f 


f 
T 0987654321 D 





Movable Decimal Marker Speeds Calculation 
Exclusive with Victor. Point off decimal places by 
pre-setting the marker. Eliminate counting column 
on tape. Speeds calculating, multiplication, division 
addition, and subtraction of decimal equivalents 











BEAUTIFULLY DESIGNED, ruggedly built Victor Customs add, sub- 
tract, multiply, divide, automatically compute credit balance. You 
can calculate with Victors. They cut operating costs by simplify- 
ing figure work and by saving you the extra cost of more expensive 
machines that need trained operators 





VICTOR CUSTOMS 
Available in hand or electrically operated models with totaling 
DO ALL THESE FIGURING JOBS capacities of eleveg or nine columns. There are 42 basic models 
FASTER, MORE ECONOMICALLY: in the Victor line, from the utility models to those specially built 
for specific business problems. Call the Victor Branch or Author- 
ized Dealer listed in your classified phone book . . . or mail coupon 


@ Invoice and remittance , : 4 
below for FREE booklet, “The Secret of Speed. 


handling 


@ Collection and summary of 
gross premiums oe ewww wee ewww e ewe eesnccsescesecse 


@ Figuring operating and 


budget ratios Victor Adding Machine Co., Dept. as-101 
Chicago 18, Illinois 
e Preparing profit and loss Please send free literature on the complete Victor line 
33 YEARS OF P ‘ 
statements and free booklet The Secret of Speed,” showing 
QUALITY RECOGHITION how the new Victor Customs do many calculating 


@ 101 other figure problems THE WORLD OVER jobs as well as adding machine work 


peculiar to your business 
NAME 


COMPANY NAME 











VICTOR ADDING MACHINE CO. ADDRESS 
Chicago 18, Illinois 


The World's Largest Exclusive 
Manutacturers of Adding Machines 


cITYy 


eee emer eee eee 


YO ee www wn nen - 


October 1951 39 














| MEMO TO: EXECUTIVES __ 
SUBJECT: MORE FLOOR SPACE 


RENT. FREE 





LaF 


New office layout for 
OTIS ELEVATOR COMPANY 


Careful pa done well ahead, will help you “find” 
more work space when you need it, in the same 
overall dimensions. Get expert advice in revising 
congested office layouts, use files and desks engi- 
neered for economy, plan the day’s work flow — and 

/ you save space, save time, save money. 


al 
~ Every week! Every month! Every year! 


Any Art Metal branch or fealer will help you take prac- 
tical steps toward increased working efficiencies. If 
you expect to move, build, expand, re-organize — 
now or later— start your research and planning 
today. 


We will be glad to give you a copy of “Office Standards 
and Planning,” nationally recognized handbook on 
this vital subject. Ask our nearest representative or 
address Office Planning Service Dept., Art Metal 
Construction Co., Jamestown, N. Y. 


For over 60 years the hall-mark 
of fine business equipment... 
desks+files+ office chairs+safes 
and visible equipment. 


occasionally say ‘thank you’ or to 
make appeals with assurance of 
success. Employees are people who 
respond with pride of fellow work- 
ers, because they have knowledge 
of requirements as recognized im- 
portant members of the group. 
They know for sure their efforts 
will be appreciated.” 

The frank and plain spoken 
tone of each letter can be illus- 
trated with only a few quotations 
from typical letters. Here is about 
one-half of a letter dated August 
15, 1951. 

“There is considerable difference 
of opinion as to the reason for 
Mister and Missus Consumer sud- 
denly deciding to stop buying—and 
I mean suddenly, too, as it hap- 
pened overnight. Perhaps there 
was a mixture of overbuying in 
previous months, plus Government 
admonitions in the form of credit 
restrictions, increasing taxes, need 
for curbing inflation and such 
things; but at any rate these great 
industries now find warehouses 
filled, and production schedules re- 
duced or even stopped entirely, 
with purchases absorbing only a 
small percentage of the expected 
volume. 

“We are told the coming months 
will change all of this and short- 
ages will become realities very 
soon—well maybe so, but it ap- 
pears the only cure in sight is take 
more active part in defense and 
related work that has already 
carried many companies now en- 
gaged in that effort to unbelievable 
heights of output and employment. 
Apex is working in that direction 
with all speed possible and nearing 
the time when capacity operations 
are anticipated.” 

On September 13, 1950, Mr. 
Frantz took up a subject close to 
his heart--factory housekeeping. 
He wrote, concerning it: 

“Profit in business, which is the 
reason for its existence, is usually 
about the difference between a 
highly efficient operation and one 
that just bumps along. It has 
always been my thinking that 
there is a definite relationship be- 
tween effective conduct and what 
is called ‘good housekeeping.’ For 
this reason I have often referred 
to the subject in these letters and 
urged that our people do an out- 
standing job in this respect. 

“I think we have done excep- 
tionally well and rate our per- 
formance about 85 per cent, which 
in my opinion is way above aver- 
age. But am not at all satisfied 
as we could easily add another 10 

(Continued on page 44) 
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What, sir? It won't cost 
us anything to redesign our 
out-of-date forms ? 





BOSS: Nota cent.We'll 
send for the Hammernmill 
Form Designing Packet. 
Itcontains everything we 
need to do the job right! 








Send for it now! It’s complete...compact...free. Contains six tools 
to help you design office forms that are exactly right. They are: 


1. Form Designing Kit. Complete material for easy layout and design 
of printed forms, with accurately spaced layout sheets. 


2. How to Design a Business Form. Idea-book with 26-point check list 


3. Hammermill Form Layout Rule. Six inches long. Carries standard 
inch, printer’s pica, plus elite and pica typewriter scales. 


4. Hammermill Ledger Sample Book. Enables you to choose the 
right color and weight for accounting depertment forms. 


5. Hammermill Bond Sample Book. Shows current items in this famous 
line; helps you select the right paper for general office forms. 


6. Hammermill Manual of Paper Information. Conveniently indexed. 
Lists all Hammermill papers being made today. 


You can obtain business printing on Hammermil! papers wherever you see this 
shield on a print shop window. Let it be your assurance of quality printing 


1 Company 
g rill Paper Compa 
oer 6, Pennsylvania 


Ny \M E Rig 1467 East Lake R: ad, Erie y 

—the 
b> Please send me— FREE ao a daleial 
aS Le HAMMERMILL FORM DESIGNING PAC KE 


Nane_—_—_——_—_—_————_—_——_— 
Position 
MADE BY THE MAKERS OF HAMMERMILL BOND 
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Ae Cauceled $150,000 Onder 


By Benjamin Putterman 


President, Yankee Metal Products Corporation, Norwalk, Conn. 


Thirty-six years ago Benjamin 
Putterman founded a company 
that manufactured automobile 
lamps, including the headlight as- 
sembly for the old Model-T Fords. 
Later other items were added: 
Metal-face stoplights, switch units, 
and then mirrors. The company is 
now said to be one of the most 
complete plants in the automotive 


accessory industry. Started in New 
York, Yankee Metal Products was 
moved to Norwalk in 1934. 


SINCERE desire to help the 

customer with his problems is 
a salesman’s greatest tool. This 
axiom is one that I learned on my 
first call—which was a sale in re- 
verse and an incident I will al- 
ways remember. Since that day I 
have always been conscious of this 


axiom, and have followed it as a 


guiding principle. 

For 32 years my interest in 
Yankee Metal Products Corpora- 
tion lay in production, in the 
plant with its tools, dies, ma- 
chinery, and equipment, not in 
sales. During that time my part- 
ner was solely responsible for our 
sales volume. When, immediately 
after the war, our partnership 
was dissolved, I had to take over 
the sales duties as well. At that 
time Yankee was doing a volume 
of $1.5 million a year in a field 
that was fairly begging for mer- 
chandise: Passenger car rear-view 
mirrors, fog lights, back-up lights, 
and other safety devices. 

At first I was glad for the 
wonderful opportunity to get out 
into the field and meet my cus- 
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tomers. So I set about gathering 
my sales story and pertinent in- 
formation on the accounts I would 
visit. But my problem soon hit me 
squarely between the eyes. Yan- 
kee had a backlog of $3 million; 
it would be a long time before 
we could take care of all our 
customers. 

How would I approach the 
buyer of one of the largest mail- 
order houses which had more than 
$500,000 in back orders in our 
files? I couldn’t promise him de- 
livery on all of his requirements, 
I couldn’t even quote him a de- 
livery schedule that would satisfy 
his needs. Yet I had to go out and 
meet him face to face, as I would 
have to meet other buyers of our 
merchandise. My problem was 
even greater because I had never 
met any of them before. 

The next morning I decided I 
would go to see this buyer who 
was continually after us for de- 
livery of merchandise. One thing I 
had as a result of my years of 
production work was confidence in 
my company and its products. So 
I started on my 6,000-mile sales 
tour. 

On my first call I was ushered 
into the office of the mail-order 
buyer. Naturally I was nervous. I 
had picked the biggest customer 
on our list—to sell in reverse. 
After the usual ice-breaking con- 
versation, the big moment arrived. 

“What are you going to do for 
us?” asked the gentleman with 
the $500,000 backlog. 

This was my cue. It was up to 
me either to keep a big customer 
or lose him. Without an iota of 
sales experience to call on, I fell 
back on what I had learned about 
handling people, and a philosophy 
that applied not only to making a 
product but also to selling it. This 
was the philosophy I used as my 
sales approach. 

“My job is to service your ac- 
count with quality products, com- 
petitively priced, and to give 
prompt delivery,” I replied. ‘Now, 
with the backlog you folks have 
with us, I feel it would take from 
8 to 10 months to clear it up 
that is figured without receiving 


any reorders, of course. I know 
your need for our merchandise, 
and the situation as it exists today 
in our field. I think for your own 
good you should cancel $150,000 
worth of orders I now have, and 
place these commitments with an- 
other source.” 

The silence was intense, very in- 
tense. Apparently the meaning of 
my message was immediately un- 
derstood by the buyer, and he saw 
my desire to help him. I was ask- 
ing him to cancel $150,000 worth 
of goods only because I couldn’t 
deliver. If I had kept him on a 
string, he would depend on me to 
fill his orders. I knew I would be 
letting him down if I kept him 
under this delusion. My first 
thought had been for the welfare 
of my customer, not for my order. 
The buyer grasped the situation 
and agreed to the cancellation. 

In business I find that market- 
ing the product through a firm 
sales policy will invariably bring 
in repeat business. During present- 
day conditions, when many other 
firms are facing similar situations, 
it is well to remember that it is 
the long pull and not the short 
run that counts. Unselling this 
customer was perhaps the start of 
a long and prosperous relation- 
ship, for the sincerity shown in 
this instance has enabled me to 
triple the firm’s business within a 
few years. 

From this experience I learned 
that a sincere desire to help the 
customer with his problems is a 
salesman’s greatest tool. 
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Western Montana National Bank, Missoula, Montana. Installation by Missoula Furniture Mart 


Your Business Makes Its Best Impression 


with €00/ae Office Furniture ... 
a Profitable Investment 


When important matters are discussed with associates, prospects or customers, Leopold 
shows your firm at its best. Office furnishings reflect the attitude of management. Improve 


the impression your business gives, by modernizing with distinctive Leopold furniture 


Since 1876, Leopold has created office furniture, designed for efficiency, styled witl 


dignity, built for durability a profitable business investment for you 


The Leopold dealer in your community is an experienced office planning counselor 
Call him, today, for specific suggestions profitable for you. If not known, please write 


us for his name and address 


tHe L6q00/e voweanr 


BURLINGTON, IOWA 





MEMBER OF THE WOOD OFFICE FURNITURE INSTITUTE w 
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UARCO makes a full line of tabulating forms 
for you to choose from: 


custom forms F 


stock forms 


imprinted stock forms © 


The quality of these forms is the finest. 


You can order them unfastened or in a wide choice of fastenings: 


and bump- 
fastened 


sewed a stapled Lond glued ‘ett 
lip “™ io 


Not only do you buy quality forms, 


you get dependable service Gay from Uarco. 


Service that’s close by with trained tabulating representatives in every 


' 

Five well-located plants << — 
SS 

assure you good delivery. And behind all of it we 


major city 


. .- Uarco’s nearly sixty years’ ky experience. Want a source 





you can depend on, for tabulating or any other 


type of business form? Call ae Uarco. 
Ad 


UARCO Incorporated ez. | 
Factories: Chicago; Cleveland; Oakland; Deep River, Connecticut; 
Watseka, Ilinois—Soales Representatives in all Principal Cities Wnt | 


UARCO Incorporated 

Room 1621, 141 W. Jackson Bivd., Chicago 4, Illinois l 
Please send your free booklet containing actual samples of UARCO | 
CONTROL PUNCHED FORMS 

| PPTTTTTTTTTIETI TITEL CLL . 


UARCO 


INCORPORATED 
' 
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Letters Build 
Teamwork 


D 


(Continued from page 40) 


per cent and without too much 
effort. This accomplishment is 
particularly necessary in plants 
such as ours where large quantities 
of materials move rapidly through 
many different processes requiring 
space and streamlined flow.” 

In three brief remaining para- 
graphs of the letter he compli- 
ments the organization as a whole, 
but points out a few remaining 
spots which are not so good, and 
which detract from the net result. 
Then he shows how good house- 
keeping demands clear aisles, 
cleanliness under benches, in desk 
drawers, shelves, and the removal 
of non-current papers “materials 
and miscellaneous things that clut- 
ter up valuable working space.” 

Experience proves that the let- 
ters, once begun, must come out 
on schedule. At one time when 
there was an unavoidable delay, 
people came to his office to ask 
the reason. Many people have 
suggested that the letters be 
mailed to employees’ wives, but 
Mr. Frantz feels that this would 
be forcing the letter upon them. 
But he knows many wives see and 
read the letters, because he gets 
many notes from wives comment- 
ing upon what he says in the 
letters. 

Convinced that it has been a 
sound builder of teamwork in his 
big organization, Mr. Frantz says 
that the letters have been helpful 
in building understanding and 
plans to continue the program. 





Rubber Stamp 
Saves Time 


HE Trane Company, La Crosse, 

Wis., devised a simple little 
rack for the rubber stamps in its 
mailing department, by which it 
estimates up to 30 minutes a day 
are saved. The stamps were 
formerly piled together and every- 
body scrambled for the one needed. 
The rack costs less than $2. 
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“FOUR-IN-ONE” DESK UNITIZER 


Shuts (4 to BL 4 


OF YOUR OFFICE FLOOR SPACE! 


MORE DESK ROOM 


Space saving of 14% to 31% means room 
for additional office personnel without 
increasing floor area. 


MORE EFFICIENCY 


Greater privacy, less disturbance and dis- 
traction of personnel. Less office traffic 
and congestion. Better utilization of light. 
More orderly messenger routes save time. 
More convenient working areas. 


MORE ECONOMIES 


Reductions of up to 50% in telephones, 
baskets, guest chairs and distributors. 
Possible elimination of private offices. 


One of the possible desk arrangements utilizing the FOUR-IN- 
ONE DESK UNITIZER to provide four semi-private work 
areas. Note how each telephone serves two desks. 


Here at last is an efficient way to make room for additional 
office personnel without increasing floor area. 

The FOUR-IN-ONE DESK UNITIZER permits four em- 
ployees at four separate desks to work in privacy and without 
distraction even though the desks are adjacent to each other 
in one unit. By making use of space wasted with ordinary desk 
arrangement, this new method actually saves 14% to 31% of OLD WAY Six desks placed in rows with 
the floor area and results in many other operating economies. usual arrangement 

The FOUR-IN-ONE DESK UNITIZER is a four-way translu- 
cent frosted partition specially designed to give the occupant 
of each desk the proper privacy and to increase the amount of Q 
light on desk surfaces. Includes utility shelves to match desk sur- D 











faces. Easily and quickly attached without damage to furniture. fan 








For full details and prices, write 


KRAUS co PANY Eight desks with two FOUR- 
Stevens Point, Wisconsin NEW WAY IN-ONE DESK UNITIZERS 
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Is 6 Cents a Mile Enough to Pay? 


F your company pays less than 

10 cents a mile to representa- 
tives using their own cars, they 
must dig into their own pockets 
to make up the difference. 

This is the conclusion reached 
by a Chicago executive who, until 
recently, was paid less than 6 
cents a mile when he drove his 
own car for business purposes. A 
few weeks ago, his company 


THOMAS 


boosted the amount paid to 8 cents. 

Many surveys have been made 
to show what various companies 
pay their representatives, and the 
resulting average is generally 
somewhere around 6 cents a mile. 
While salesmen and other com- 
pany men have complained, most 
firms point to survey figures to 
show that they are paying the 
prevailing price. The Chicago ex- 


COLLATORS 
SPEED — EASE & ACCURACY! 





These three important factors keynote the efficiency of Thomas Collating 
Systems. With a minimum of effort and with no fatigue, verified savings 
of from 40 to 70 per cent over the time and cost of hand collating 
are usual. At the same time a constant check on the accuracy of the 


work is maintained at all times. 


STANDARD THOMAS COLLATORS 


Designed to handle any gathering prob- 
lem, no matter what size, the Thomas 
Collator may be had in five models.—in 
thousands of offices these famous “work 
horses" have more than proved their 
worth in time and money saved. 


Thomas Collating brings into 


TABLE-TOP THOMAS COLLATOR 


This new portable, hand-operated Col- 
lator is available for smaller production 
problems. Compactly built and taking 
up but a minimum of space, it affords 
the utmost ease of operation with a 


visible check for accuracy. 
which 


productive reality the speed 


modern office duplicating and printing equipment is capable of. By 
breaking the “bottleneck” of collating it streamlines the work from 
duplicating machine to mail bag 


weeeeeeees eseesescocescecece 4 
THOMAS COLLATORS 
30 Church Street, New York 7, N. Y. 
Send me complete information, with no 
obligation, on: 
] The new Table-Top Collator 
] The standard Models 
Your simplified collating work sheet “A™ 
on which [ can analyze our paper gather 
ing work 


Thomas 


Thomas Floor 


Company 
Street 
Your Name 


City... 


Se 
TI OmMAS (Also 


developments 


SPECIALISTS IN PAPER GATHERING 
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ecutive referred to in the second 
paragraph—who prefers to remain 
anonymous—decided to do a little 
sleuthing on his own, and when 
he bought a new Ford in 1948, 
he began keeping complete figures 
on everything put into the ma- 
chine. The initial cost of $1,350 
was listed, with additions being 
made for a radio and various in- 
cidentals. Every time the car was 
stopped at a service station, figures 
were jotted down in a book. 

One day when the Ford chugged 
to a stop and would not move 
another inch, the owner listed the 
few cents he had to put out to 
ride a streetcar home. At another 
time, the car was going through 
a city safety lane for the necessary 
periodic sticker when an attendant 
said a slight brake adjustment 
would be required before the 
sticker could be issued. 

Puzzled that the relatively new 
car should need work on the 
brakes, the Windy City business- 
man asked, as much to himself as 
to the attendant, “How much will 
that cost me?” 

“My lunch,” the attendant said. 

“What do you mean?” 

The attendant explained that he 
thought about $1 would be all 
right. By that time, the car owner 
caught on and shelled out the 
money to go on through the 
safety lane without any further 
hitch. 

The $1 bribe that day was listed 
in the book, and there was not a 
single expense that went into the 
auto that was not listed. 

In May 1951, after putting 
14,639 miles on the car, the busi- 
nessman sold it for $650. His total 
costs for operating the Ford while 
driving it almost 3 years were 
$2,056.72. Subtracting the $650 
resale value left expenses of 
$1,406.72 for the 14,639 miles. The 
total mileage was then divided 
into the total costs, and the final 
figure was more than 914 cents 
per mile. 

The Chicago executive is thus 
convinced from his own experience 
that anything less than 10 cents 
a mile is not enough to cover a 
man’s auto costs. He said that at 
the next company conference he 
will be armed with figures to sup- 
port his request for an increase 
from 8 to 10 cents a mile. 
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Are there costly 
“leaks” in your 
Order-Billing system 


These 9 
searching 
questions 


may help 
save 

your firm 
hundreds of 
dollars! 


DITTO 


TRADE MARK REG. U.S. PAT. OFF, 


DITTO, Incorporated 
709 S. Oakley Bivd., Chicago 12, Ill. 
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1. Do you know how many separate 
writings you require to get your orders 


shipped and billed?........................ 


2. Have you investigated recently to see 
if writings are being made which can be 
SS Se acaaans 


3. Are the orders sent in by your branch 
offices or salesmen rewritten in your office? 


4. Are shipping addresses pe on 
your bills of lading?... 


5. Are these same addresses again re- 
written on your tags and labels’......... 


6. Are your invoices written separately 
from your shipping orders?..................... 


7. When a partial shipment is made do 
you write a new shipping order to cover 


IIIT csactscenscsctesnecsercsounianions 


8. Do you write a new set of billing cop- 
ies covering each back order shipment? 


9. Do you post each individual invoice 
to your accounts receivable ledger?.......... 


Yes[_] No[] 


Yes[_] No[_] 
Yes[] No[] 

.. Yes(_}) No[ 

. Yes[_] No 


Yes) No[_} 


Yes{_) No[_} 
Yes{_] No[} 


Yes[_) No[) 


10. Would you like us to send you folders 
which illustrate how you can eliminate all 
retyping, on original and back orders, elim- 
inate posting to accounts receivable?............ Yes) No[] 
If answer is “Yes”, fill in and mail to: 
Ditto, inc., 709 $. Oakley Bivd., Chicago 12, til. 


Name 





Firm Title 





Address 





City. Zone__State 

















ON COMPLEX 
BUSINESS FORMS 


\ 


\ 
/ CARBON INTERLEAVED 
SETS 





If you need complicated carbon-interleaved forms of any 
size or combination of sizes-to speed up distribution of infor- 
mation, cut down clerical errors, reduce your record-keeping 
costs . . . call on Federal! We design and print forms to 
solve your every business problem. 


Federal forms are precision-printed on the fastest, most 
modern machines available. Federal service is prompt. Fed- 
eral prices are attractive. Ask us to quote on your next job. 


Some Federal Specialties: Multiple carbon forms . . . 
carbon - interleaved state- 
ments... voucher and pay- 
roll checks . . . forms requir- 
ing spot carbon or die-cut 
carbon... business machine 
forms! 


FEDERAL pre errr 


business Fowucrs. se. 90 GOLD ST. . NEW YORK 38 * CO 7-8850 





Junior-Senior 
Boards 


(Continued from page 11) 


ments. This case was cited simply 
as an illustration. 

Both Mr. Greene and Mr. Barber 
believe that membership on the 
board has broadened every mem- 
ber of it. They point out that it 
has brought a new sense of re- 
sponsibility. An awareness of 
company-wide policies and prob- 
lems seems to prevail to a greater 
extent than was the case prior to 
formation of the board. 

“Work on the board has tended 
to clarify the strengths and weak- 
nesses of each individual, and to 
enable men to leave each meeting 
with a better understanding of 
each other’s work, and each other's 
contribution to the company’s 
progress as a whole,” said Mr. 
Greene. 

Barber-Greene has had long ex- 
perience with group action. It is, 
according to Mr. Barber, “a com- 
mittee company.” It has a mer- 
chandising committee, which holds 
formal meetings at regular inter- 
vals. Other groups meet to study 
and plan production and engineer- 
ing. Shop foremen hold a monthly 
meeting at a downtown hotel or 
club the first Thursday of each 
month. The meeting begins with 
dinner at 6:30 and usually is ad- 
journed at 9:30. Speakers are 
often invited, but the programs 
are not strictly planned. It is a 
friendly, easygoing meeting, with 
almost no formalities. 

Supervisors, the group just be- 
low foremen in authority and re- 
sponsibility, hold monthly meet- 
ings. There are also meetings of 
production and purchasing depart- 
ments every 3 months. Production, 
engineering, and sales groups hold 
joint informative meetings every 
3 months. 

Starting at the same time as the 
management board, the Junior Ad- 
visory Board is more formally 
organized than any other group 
in the company. It has a set of 
bylaws and operates within well- 
defined areas. There are 15 men 
on this board, who meet after 
office hours every other week. No 
member is selected for more than a 
6-month term. At the end of each 
6-month period, members rate 
each other, using a comprehensive 
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Your office will 
be efficient, 
economical 


and attractive . ewhen you select 
the dealer who 


features... 


STEELCASE 


Steelcase office furniture is engineered to give you the maximum of 
efficient working space in the minimum of floor area. Steelcase features, 
such as standardized, interchangeable parts, permit convenience and 
flexibility to job requirements which cannot be duplicated. And, Steelcase 
office furniture is truly beautiful in exclusive modern colors, new metallic 
finishes and matching upholste ry and tops Your local Steelcase dealer, 
trained in efficient office layout, will gladly help you select the Steelcase 


equipment best suited to your particular needs 


V6 y Look for Steelcase in the classified 


section of your telephone directory. 


— = 2 eee 


For new ideas in office planning, write for ‘‘Tooling Up Your Office’’ Business Equipment 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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N EWette Copyflex “20” 











Here’s a new, low-cost machine that 
quickly copies reports, records and 
accounting forms up to 46” wide and 
gets them out on time. 


The Bruning Copyflex “20” makes 
direct, positive (not negative) copies 
that are errorproof replicas of your 
originals. It copies practically any- 
thing typed, written or drawn on or- 
dinary translucent paper. Anything 
from small office forms to really large 
sized balance sheets, charts, produc- 
tion schedules, statistical reports, 
ete. These can be run off rapidly 
without lifting a pen or typing a 
word, at an approximate cost of only 
2¢ per sq. ft. 


No stencils, negatives, or masters are 
used! You just feed in your original 


Quickly makes low-cost, errorproof 
copies of even your large reports, 
records, and accounting forms 


and the sensitized paper... the ma- 
chine delivers a ready-to-use copy 
that’s an exact replica. You get the 
letterhead or form as well as the text. 


No special training is needed to 
operate the “20,” and no installation 
is required — just connect it to a 
115 volt A.C. power circuit. It’s clean, 
it’s quiet, it’s free of fumes or fuss. 


Why wait for copies? Make them 
when you want them, as you want 
them. Having copies made “outside,” 
or typed (with consequent proof- 
reading) is costly and unnecessary. 
Speed your paperwork the modern, 
efficient, Copyflex way. 


This coupon is your cue. Have your 
secretary mail it today. 


Specialists in copying since 1897 


Dept. S-101 100 Reade St. 


New York 13, N. Y. 


] Send me full details on the Model 20 Copyflex. 


C) | would like to see a Copyflex machine demonstrated. 


Name___ . 
Company-_ 
Street__ . — 


 — Zone__ 


iu | I J 


State__ 


Here's our compact, secre- 
torial model — the Copyflex 
12 In seconds it delivers 
clean, sharp, ready-to-use 
copies up to 11'/2” wide 


form especially prepared for the 
purpose. The 12 members who 
receive the highest ratings remain 
for another 6 months, and 3 mem- 
bers are replaced. The members 
who leave the board may be re- 
elected by the 12 remaining, after 
6 months. 

In describing the purpose of the 
Junior Advisory Board, the first 
announcement said, “The junior 
board has a_ twofold purpose: 
(1) To provide an opportunity for 
leadership development among the 
younger members of the Barber- 
Greene organization, and (2) to 
provide a channel for the study of 
functions, systems, organizational 
relationships, corporation  struc- 
ture, long-range policies, and to 
make recommendations on changes 
and improvements.” 

Projects are studied and recom- 
mendations made. These recom- 
mendations go to the management 
board in the form of a report, 
and are either approved or dis- 
approved. 

Absence from four consecutive 
meetings requires resignation. An 
attendance record for the fall and 
winter of 1950-51 shows a possible 
attendance of 180, with an actual 
record of 174, or only 6 absences. 

The agenda for each meeting is 
outlined on the notice of the meet- 
ing. This prevents projects being 
brought up unexpectedly and in- 
sures more careful adherence to 
the announced plan of the meeting. 

As in the senior board, no mem- 
ber’s authority or responsibility is 
watered down or usurped by the 
Junior Advisory Board. Up to now 
many of the projects have been 
jobs which come, in many or- 
ganizations, under the heading 
of “everybody’s business,” which 
means, in most companies, that it 
is “nobody’s business.” 

For example, a company park- 
ing lot was cleaned up and care- 
fully marked with spaces for 
visitors, night shifts, and other 
parking. The loading dock was re- 
surfaced. The big water tower was 
lighted, turning it into a landmark 
with considerable advertising and 
public relations value. A new em- 
ployee orientation program was 
set up and put into action. 

They studied communications 
costs, and came up with specific 
recommendations. A comprehen- 
sive study of duplicating and 
printing was made with consider- 
able improvement and standardiza- 
tion achieved. Costs of the differ- 
ent types of duplicating supplies 
were tabulated. The advantages of 
the several different processes in 
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all the big MOUS in accounting ! 


new Speed —Here, in the new Burroughs Sensimatic with multiple 
registers, is an accounting machine so fast and sure 
it’s making news in every line of business. The Sensimatic’s 
mechanical brain directs it with mechanized swiftness to give you 
all the accounting facts you need ... when you need them. 


. 
new ease of operation —The incomparable automatic operation 
— of the Sensimatic . . . its simplicity 
of arrangement . . . its many unique features for form handling 
convenience . . . add up to a totally new concept of operating 
simplicity. Operators become expert in a matter of hours! 


ere 
new versatili —There’s no limit to the number of accounting 
acon 


jobs a single new multiple-register Sensimatic 


will do! It’s always ready at the twist of a knob... always ° P 
eof, : “Twist the knob- 


ready to do the work of several machines . . . always 


ready to help you get more things done faster. it’s ready for any job! 


, a : Key to the Sensimatic’s unmatched versatil- 

To meet today s need for greater productivity per unit of ; ity is its control panel—the mechanical 
personnel, there’s nothing like the Sensimatic—and the price brain that controls any four separate ac- 
i iSi , ms , ice. counting operations. The operator simply 
s surprisingly low. Call your Burroughs office wens asceye Fi pvp ee A B cay wenn Bowne gd 


Burroughs Adding Machine Company, Detroit 32, Michigan. ready! Panels are easily interchangeable 


the Sensational New 


Burroughs Sensimatic 


WHEREVER THERE’S BUSINESS THERE'S Burroughs 
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TO THE BUYER OF LETTERHEADS 


If you will mail us a copy of your present letterhead, we will 
send you: 


7. A firm quotation on your next supply of letterheads. 
2. A portfolio of samples from our “Library of Famous 


Letterheads”. 


3. or examples of modern letterhead 
lesign. 


There is no charge for this material and no obligation. 


PEERLESS LITHOGRAPHING COMPANY 
4303 Diversey Ave. Dept. 310 Chicago 39, Ill. 


“CARTWRIG GHT,- THERE must 


BE A MOR 
way OF CO 


6 EFFICIE WT pe 
ev munscaTion! 














* THERE 
IS A 
BETTER 


way... ( ELEAI FONE 


INTERCOM SYSTEMS 


You can get coordinated action and immediate results in your 
business or plant operations with FLEXIFONE. Correlate instruc- 
tions to all departments... get action instantly. 

Executive Messenger Boys cost money! Time saved is profit... 


eee eee eee es ee ee + 
| DUKANE Corp., Dept. AB-101, St. Charles, til. 
Without cost or obligation, please send further infor- 
mation on: 
( FLEXIFONE Intercom Systems 
(]) DUKANE SOUND SYSTEMS 
Name 
Address ew 
1010) 453 Ml GO) ne): City “ae 


ESTABLISHED AS OPERADIO”™ 1922 


use, including Mimeograph, Multi- 
lith, Ditto, Ozalid, blueprints, and 
Photostat machines were studied 
and recommendations made show- 
ing when it was advantageous or 
economical to use each process, or 
when to use typing with carbons. 

A microfilming project, which 
eventually resulted in microfilming 
all engineering drawings, account- 
ing records, and certain files, was 
completed. This project seemed ad- 
visable because the company’s 
present office (soon to be replaced 
by one under construction) is not 
fireproof and could catch fire, de- 
stroying a fortune in records and 
drawings. Duplicate films are 
stored at a distant point today. 

An attempt is made to complete 
meetings in 3 hours. This is not 
always achieved, as some of the 
meetings arouse hot discussions. 
So far, however, no violent dis- 
agreements or ill feelings are on 
record. There are some heartaches 
when members are dropped at the 
end of their 6-month terms, but 
as a rule everybody has taken the 
discipline in good form. Several 
members who were dropped have 
been re-elected to the board. 

Members have learned to work 
together with greater coordination, 
pulling together in their daily 
work, outside the board meetings. 
Many simple projects are handled 
informally and action taken with- 
out discussion by the board. 

Committees are appointed by 
the chairman and are almost con- 
stantly at work on projects. For 
example, late in 1951 they were 
at work drawing up plans for a 
factory board which would include 
hourly employees, as well as super- 
visors and foremen. 

Every member has a binder in 
which reports, records, and all 
minutes of the meetings are kept. 
More and more, as experience is 
gained, larger and more important 
projects are undertaken. There 
has been a tendency to handle 
minor matters informally, and not 
to set up a formal project on 
minor activities. Some of the 
earlier projects would scarcely be 
classified as a project today. 

Both Mr. Greene and Mr. Barber 
report that the big value of the 
board is in training, in obtaining 
a broader knowledge of the or- 
ganization, and development for 
leadership and greater responsi- 
bilities. One member of the Junior 
Advisory Board has already been 
advanced to membership of the 
senior board. The members of the 
junior board are the company’s 
chief insurance of future growth. 
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—_____ Opportunity for distinction lies in 


doing ordinary things extraordinarily well . . . The various 
skilled artisans engaged by Carlton-Surrey create the standards of 


excellence necessary for just such exacting requirements. / 
Architectural and decorative Ci) 4 / 4 ) 


“di 
needs are expertly and freshly 


interpreted, both as to originality ( 


and individuality — so necessary Cs arlton “Surrey g 


INC. 


in today’s living. ° (4 11 COMMERCE ST., S. W., GRAND RAPIDS, MICHIGAN 


hy 


\E 


— 


GRAND RAPIDS *© DALLAS © NEW YORK *® CHICAGO © DETROIT © WASHINGTON. D. 


October 1951 





Memo to Top Brass—Keep Your Eye on the Jaycees 


(Continued from page 12) 


confidence to succeed. Given that, 
all the world stands at his feet 

without it he is doomed to dig 
ditches as his part of city build- 
ing.”” Mr. Johnson, who was forced 
to leave school at 15 to take on 
family responsibilities, believes 
that the Jaycees offer the oppor- 
tunity to develop that confidence 
in a young man who has not had 


MAGNE~ DEX VISIBLE CARD FILES 


a college education with the back- 
ground of campus and fraternity. 
“He can take part on commit- 
tees, he can develop leadership and 
hold office, thus proving his ability 
to assume his rightful place in the 
community. He is learning by serv- 
ing, and the contacts he makes 
with other young business execu- 
tives and the older businessmen 


"The Card That Walks"’ 


MAGNETISM MAKES BLIND FILES 
VISIBLE 


Magnetism like electricity is a mysterious force. This 
peculiar form of energy has now been applied to record 
keeping systems. . magnetic force exerting its influ 


ence to im of 
MAGNE -DEX Card records 


is permanently harnessed to 
quickly separate at @ 


touch. Without mechanical assistance hundreds of in 
dividual names or titles may be seen in a few moments. 


FINGER-TIP REFERENCE 


Control plates are designed 
to control card action in 
tray or drawer 


MAGNE-DEX Visible Equipment is built on 
the PORTABLE TRAY feature. Here you have 


compact trays in 500 of 1000 card capacities in 
standard card sizes. Trays are used separstely 


or searching 


his is the most revolut 
idea in filing since cards were first placed in shoe 
boxes. MAGNE-DEX cards can be used in typewriter, 


e\e le Te }-/. 
in upright files, tubs or card record i] 
Individual cards are mag 
oo ——_ other 
by @ permanent magnet— 
cousing the fanning-out 


one card visibility No thumbing 
tonaty workable 


dookkeeping of office machines, 


CARD RECORD DESK 


This Magne-Dex Record Desk is # combination desk and record file that 
places cards where they are easily available and memo accessible for 


reference and posting. The work table will 


le all the posting 


accommodat: 
he drawers of ee file open to their ful length making 


ng 
fds are filed in trays facing the operator Al. drawers operate on & 
Cab 985 has 
ich will accommodate three 8” x 5° ve trays 


ball bearing one type progrenss ve binet No. CRD 


four drawers, 


or four cr 4 ce A. The Posting Table has a gray linoleum top and 


equipped with a box drawer 


ts 
As illustrated below, Magne-Dex Card Record Desks can be installed in 
jery formation. You can extend your record system as your require 

e 


TYPICAL TUB DESK 

Tub Desk Housing” over the years has proved to be the most 
economical, convenient and adaptable method for filing and index 
ing purposes. Now MAGNE-DEX TRAYS can easily be utilized for 
Tub Desk installation. The operator has every card available for 
finger tip reference. All the advantages of the “MAGNE-DEX one 
line visibility” features are thus ready at comfortable working 
height. 22° Magne-Dex Trays are conveniently and efficiently 
housed in Tub Desks of various capacities. These 22° Trays are 
sold with 1000 cards and will take up to 1200 cards comfortably, 
if necessary 


WRITE TODAY 
For 


| ILLUSTRATED 
ATU URE 


Macne ot x 
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2 ae ee) 


Monufacturers of SPIN-DEX 


7916 Lincoln Ave. 


Skokie, Illinois 


of the community give him a sense 
of ease that increases his confi- 
dence in himself.” 

Mr. Johnson’s rise in business 
coincided with his rise in the Jay- 
cees. In 1920 he helped found the 
Tulsa Junior Chamber of Com- 
merce and at the same time he 
became head of the public rela- 
tions department of the Exchange 
Trust Company. In 1932 he was 
made president of the senior 
chapter, an office he had held with 
the Junior chapter several years 
before. The following year he 
moved over to the Fourth National 
Bank as vice president, becoming 
president in 1947. 

To list all of Mr. 
outside activities would require 
considerable space, but his ac- 
complishments are little short of 
amazing, particularly in the light 
of his heavy responsibilities as 
bank president. For much of this 
training for leadership, Mr. John- 
son is glad to credit the Junior 
Chamber of Commerce. 

While it is not my intention to 
give the impression that most 
Jaycees will some day be bank 
presidents, there is another banker 
who attributes much of his success 
to the young organization. Ernest 
A. Baetz, president of the Bexar 
County National Bank of San 
Antonio (Texas), said, “I am cer- 
tain that my training in Junior 
Chamber of Commerce work was 
recognized by the men who were 
responsible for my promotions in 
the banking business.” 

Mr. Baetz has often found his 
former associates helpful in busi- 
ness. “On more than one occasion 
it has been my privilege to call on 
some Junior Chamber of Com- 
merce associate not only in San 
Antonio but in other parts of the 
country for help in solving some 
business problem. Someone has 
aptly said that it is not always 
what you know but who you know 
that accomplishes results.” 

Almost any management execu- 
tive today will admit that one of 
the biggest problems in industry, 
is the employee who cannot get 
along with others. In fact, recent 
figures in a survey indicated that 
more workers are released for in- 
ability to get along with others 
than for inability to do a job. An 
ex-Jaycee, who realized the im- 
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iS IT TRUE 
Y SAY ABOUT 
CRETARIES? 


t the demand for really good 
secretaries far exceeds the supply? 


True indeed! So, treat yours considerately. Make her life . . . and inci- 
dentally, your own... easier, more pleasant, more productive by dictating to 
TYCOON. With this tireless, every-ready equipment, you dictate when you’re 
ready; your secretary transcribes to suit her schedule. Both of you save 
time, trouble, irritating delays and interruptions. Both get more done with 


less effort... make every working minute count— pay bigger dividends. 


Take TYCOON with you on business trips. It only weighs 15 lbs. 
... works night or day in car, train, plane or hotel room. Mail coupon today. 
Learn how you...and your secretary ...can take it easy... make it easy 
with Tycoon. Write Dept. AB-10, SoundScriber 


Corporation, New Haven, Conn. 





JSOUND/SCRIBER 


Trade Mark 





First All Electronic Dictating System © First Disc Dictating Equipment 





230 Sales and Service Centers Coast to Coast 
AB-10 
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The Dartnell Sales Manager’s Handbook 


Forty-eight sections—1,150 pages—covering every detail of 
operating a sales department. It will provide the answers to 
your questions on sales 

policy and sales super- 

vision. Price $10.00, 

plus postage. 


THE DARTNELL CORPORATION 
4660 Ravenswood Avenue Chicago 40, Illinois 
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When it’s so 
> 


EASY to do this! 


Why use tedious, old-fashioned and less accurate methods when 
assembling the figure facts for 


ORDER TABULATIONS 
INVENTORY CONTROL 
PRODUCT SALES ANALYSES 
FOOD PORTION COUNTING 
PAYROLL DENOMINATING, etc. 


You can do the same job quicker and with much less fatigue by 
use of the newly designed, easy-to-operate and modestly priced 
DENOMINATOR. 

Made up in machines to meet your specific requirements—the 
DENOMINATOR counts, tabulates, records and totals... with 
accuracy! 


For detailed information, write without obligation, Dept. 1-AB. 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N.Y 


Manufacturers of Tabulating Machines for over 35 years 


portance of getting along with 
other people early enough to do 
something about it, gives a great 
deal of credit to his activity in the 
Texas Jaycees. 

John L. Briggs, vice president 
and director of advertising at 
Southland Life Insurance Com- 
pany, Dallas, Texas, declared, “I 
think the most important thing 
that any young man can learn as 
young as possible is how to get 
along with other people. Whether 
he is to be a leader of organiza- 
tions or not, this ability to ‘get 
along’ is important to any man’s 
happiness as well as his business 
success. We learn that life is a 
matter of averages, and thus pos- 
sibly we fail to achieve a perma- 
nent ‘big head’ or, on the other 
hand, an inferiority complex.” 

After Mr. Briggs moved to 
Dallas from New York he joined 
the Dallas Jaycees in 1924 to in- 
crease his limited circle of ac- 
quaintances. Advancing steadily 
through the various offices, he was 
president of the Dallas chapter in 
1929, and in the same year he be- 
came a vice president of the 
United States Junior Chamber. 

Of his activity in the Jaycees, 
Mr. Briggs said, “I place most re- 
sponsibility for whatever little 
success I may have had directly on 
the doorstep of Junior Chamber 
of Commerce training.” 

Insurance men naturally have 
always been great “joiners,’’ and 
any civic group will usually have 
one or two members from this 
field. There probably are no more 
insurance salesmen in most Jaycee 
chapters than there are bankers, 
merchants, or lawyers. Another in- 
surance man who has a Jaycee 
story to tell, however, is Roger 
Hull, executive vice president of 
The Mutual Life Insurance Com- 
pany of New York. 

Te went into the life insurance 
business as a salesman at Meridi- 
an, Miss., at the age of 20. A 
member of the committee which 
organized the first Junior Chamber 
in Meridian, he later became its 
president. He also helped organize 
the state chapter and became its 
first president. 

His evaluation of this early ex- 
perience in the Jaycees is summed 
up in one sentence: “It is quite 
obvious, I think, to anyone who 
has had any experience with 
Junior Chamber work that the op- 
portunity to work with other 
young men who are getting started 
in business broadens one’s view- 
point and develops leadership 
qualities which stand one in good 
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stead as progress is made towards 
individual objectives.” 

One characteristic of all the men 
mentioned thus far is their inde- 
fatigable interest in various or- 
ganizations and their ability to 
take responsible parts in making a 
success of any civic drive. Con- 
sider, for example, Ted Fleming, 
vice president and treasurer of the 
Fleming-Potter Company, Peoria, 
Ill. He has been behind such ac- 
tivities as the Community Fund, 
Y.M.C.A., Junior Achievement, 
infantile paralysis campaign, draft 
board, National War Labor Board, 
and the Peoria Symphony Orches- 
tra, to name only a few of an 
almost unlimited list. 

All these activities came after 
his Junior Chamber of Commerce 
work, however. Mr. Fleming fin- 
ished a 2-year commercial course 
at a St. Louis high school and 
had to quit school to go to work. 
When he was 20, he joined the 
Jaycees. “It was the most fortu- 
nate thing in my life that I was 
asked to join the St. Louis Jay- 
cees,”’ he said. 

To round out the education that 
had been cut so abruptly, Mr. 
Fleming learned public speaking, 
business administration, and other 
vital subjects through the Jaycees. 
The chapter “aroused in me an 
interest in improving myself and 
an interest in doing something for 
my city.” 

When a successful businessman 
such as Mr. Fleming praises the 
training that is available to young 
men in outside clubs, there seems 
to be little that any management 
executive could say about the 
“intangible results” to be derived 
from membership in the Jaycees 
or similar organizations. 

The list could go on and on, 
including men like Charles E. 
“Chuck” Wampler, vice president 
of the American Telephone & 
Telegraph Company and former 
president of the Illinois Jaycees, 
and Brady Johnston, vice president 
of Dinsmore Dairy Company, Jack- 
sonville, Fla. Mr. Johnston was 
president of the Jacksonville Jay- 
cees in 1933 and later served as a 
director of the national chapter. 

Management today is asking: 
Where are tomorrow's leaders? I 
think they can be found in every 
business, but it is up to the top 
men to see that the young execu- 
tives have enough freedom to 
round out their education and per- 
sonalities. Few men can be ex- 
pected to grow into leaders by 
spending 8 hours a day over 
a desk in some office. 
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Don't type, draw or write unnecessarily 
Use your photocopy 
machine 


Your contact photocopy machine is truly one 
of your most versatile pieces of office equipment 
... can be used to reproduce 
original documents and records 
of all kinds—quickly . . . and 
with 100% accuracy. 

Perhaps, in your organi- 
zation there are typists, 
clerks, and accountants 
laboriously transcribing 
data by hand... 
spending hours in 
proofreading to catch possible 
errors . . . doing jobs your photocopy machine can do better, faster, 


ve 








more economically. 


It will pay you to double-check your routines— 
to see how much you will be ahead by employing 
photocopying more often in your operations. 


For best results 
use Kodagraph Contact Paper 


This paper is made by Kodak for use in all types 

of contact photocopiers. It reproduces all docu- 

ments in dense photographie blacks, clean 
whites . with new sparkle and legibility 
And it’s easier, more economical to use 

no more split second timing or trial 

and-error testing. Order it... and 


see for yourself, 


Kedagne raph Contac? Paper 


“‘THE BIG NEW PLUS’: IN THE OFFICE COPY FIELD 


Mail coupon for Pe EASTMAN KODAK COMPANY 
[ Industrial Photographic Division 


Rochester 4, N. Y. 


7 
free booklet 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper 
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Mail Volume 


Tripled 
TIFFANY nliliininnai 


S TANDS sees more than 60 per cent of the as- 


sociation’s printed matter. When 

the move was made to the new 

quarters, they needed mail tables. 

These were not available and 

rather than hamper the work of 

the organization and_ increase 

budget requests, Mr. van Horsten- 

Krause, manager of the duplicat- 

ing division, and his boys made 

the tables. They are 39 inches from 

anagement M the floor and are complete with 
eine hata fa pigeonholes and space for storage 

_ ; and wrapping paper. 

“4 In the darkroom where photo- 
stats are made, a mixer for chemi- 
cals was assembled from an old 

T fan motor, rubber stopper from a 
ee: IFFANY STANDS give greater pro- chemical jar, and an aluminum 
Model "SS tection to both office machines and cover. It saves time in mixing 
operator. Heavy precision construc- chemicals, does a better job than 
tion and exclusive design features when done manually, and elimi- 

Either assure sturdy, non-creep, sway-proof nates an item of expense. 
model service . . . help eliminate machine The department has found that 
noises and vibrations as well as op- mechanization was necessary to 
erator fatigue . . . provide easy and keep pace with the _ increased 
dep teat safe portability . . . high or low drop volume of work going through. A 
1 leaf arrangement on either side of the Multilith speeds the printing of 
on right side. stand . . . compensations for uneven press releases, technical reports, 
Literature on floor surfaces... protection against trip- information leaflets, and all the 
ping and snagging hosiery. Completely association’s letterheads; a Mim- 
adjustable to provide a firm founda- eograph handles many of the 
tion for every type of office machine. statistical reports; a Hunter 
Longer life for lowest annual cost. photostat machine not only makes 
negative and positive photostats, 
ON SALE AT BETTER but Multilith plates as well; a 
Peerless Jr. Print automatic dryer 


VERYWHERE 
TAND €. DEALERS EVE is capable of doing 200 814- by 


POPLAR BLUFF, MISSOURI 10-inch prints an hour; a Baum 
office folder replaces the previous- 
ly tedious job of hand folding let- 
ters; an Addressograph and a ma- 

Se se ee eee ee ew me chine to cut the plates, as well as 


| ARE YOU INTERESTED IN SAVING MONEY? 


Every month, AMERICAN BUSINESS shows readers how other companies cut their costs 
through better methods. New ideas are detailed and well illustrated so that you ean adapt 
these systems for your own business. 
Mail this coupon now so that you can benefit from AMERICAN BUSINESS reports on the 
latest management methods. We'll send it to your office or your home. Either enclose $7 for 
2 years (24 issues) or $4 for 1 year (12 issues), or we can bill you later. 

4660 Ravenswood Ave. 


AMERICAN BUSINESS MAGAZINE chicago “40. “ininoi. 
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with extra 
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a Pitney-Bowes postage meter and 
separate scales for parcel post and 
first-class mail, provide greater ac- 
curacy and speed in stamping over 
$20,000 worth of annual postage; 
a mailbag stand facilitates sacking 
of mail; a flatbed, lever-actuated 
manual paper cutter enables the 
department to handle stock more 
conveniently and rapidly with 
nowhere near the physical effort 
required before. The largest job 
completed in the department was 
10,000 copies of a 300-page, 6- by 
9-inch booklet. 

A recent acquisition is an elec- 
trically powered punch, used to 
punch holes in the many releases 
and reports sent out for insertion 


a —————— Sl il ws 
2 years._._._$7 0 1 year__._.$4 0 Enclosed [) Bill later 0 


on se oe 
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into ring binders of the “Informa- 
tion Letter.’’ On one of the first 
jobs it handled, the new machine 
paid for itself. The operation 
called for punching 3 holes on 
500,000 sheets. Previously, the 
sheets were sent out for the 
punching, and the several addi- 
tional handling operations were 
not only costly but time consum- 
ing as well. This was felt particu- 
larly when small quantities such 
as 500 sheets were involved. Now 
punching operations are fitted into 
the department’s work schedule so 
as to utilize time which might 
otherwise have been unproductive. 

Within 2 years a Bostitch foot 
release power stapler paid for it- 
self. Hand staplers, used prior to 
the purchase, required more physi- 
cal effort and frequent repairs as 
well as replacements. Now the 
work moves along faster, with 
very little maintenance required to 
keep the stapler in good operating 
condition. A wastebasket with 
handholds and ball-bearing pivot- 
rollers has been a useful accessory 
and one which allows for ease in 
maneuvering. The Department has 
controlled labor costs so well that 
their biggest single item of ex- 
pense now has narrowed down to 
the cost of paper. 

Of the reports that are prepared 
at the NCA for dissemination to 
the canning industry are many 
that are based on experiments 
made in the pilot plant, located in 
the basement. This is a _ small 
canning factory’ consisting of 
about 15 pieces of the essential 
equipment found in canneries to 
carry out the canning process. 

The office equipment on the first 
floor is standard throughout the 
building. General Fireproofing 
aluminum trim chairs have been 
matched with gray desks with 
green tops. Walls are blue-gray 
with dark blue-green base trim. 
The five-drawer swing-front files 
add work space, provide easier 
access to the folders as well as 
better visibility. The office is 
standardizing on this particular 
type of file because an increase of 
only 3 inches in height over the 
four-drawer standard cabinet pro- 
vides one full drawer of filing 
capacity. 

Floors are covered with asphalt 
tile with carpeting found only in 
the secretary’s office and that oc- 
cupied by the president and vice 
president of the association. The 
latter are elective offices and are 
held by men who have full-time 
responsibilities with their own 
companies. They are required to 
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they all need 
fast, accurate figurework! 


Faster, more accurate figurework is more vitally needed 
today than ever to keep our mobilization program grow- 
ing—to offset personnel shortages—to cope with increased 
figuring loads. 

The new Remington Rand Printing Calculator fills this 
vital need. With it operators turn out more figurework in 
less time — with new ease and complete assurance of 
accuracy. And it’s no wonder, because right at their finger- 
tips they have the finest all-purpose figuring machine 
available. Short-cut multiplication and automatic divi- 
sion are combined with lightning-fast addition and sub- 
traction — and the proof of figure accuracy is printed on 
the tape. Fast, positive touch control operation comes 
naturally with the 10-key keyboard. 

Send today for details on the time-saving, money-saving 
Printing Calculator—see how it can save for you. 





Busi Machi and Supplies Division 

Room 2269, 315 Fourth Ave., New York 10. 

Please send Free booklet on the time-saving, money- 
saving Printing Calculator. 
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This Elliott CARDVERTISER 
is the only machine in the 
world that will both 


Addresees are PRI NT 

stenciied in 

Elliott Address and 
Cards with any 
standard type- 
writer 


i 


ADDRESS 


post cards 


Then they are 
filed like index 
car 


i 
It prints an advertise- 
ment like this on the 
back of every card at a 
speed of 100 cards per 
minute. 


A few other 
Elliott address- 
ing machines 
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Then it prints a different 
address on the front of 
each card at a speed of 


¥ 


125 cards per minute. 


oe 
i 
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Suppose you have 750 
customers on your mail- 
ing list. That is just 6 
trays of Elliott Address 
Cards with 125 addresses 
in each tray. We are con- 


ey 


servative when we say 
your 750 post cards will 
all be addressed in 15 
minutes. Then in another 
ten minutes you will 
typewriter stencil your 
message or advertise- 
ment into the Elliott 
post card size stencil and 


«: 


in 20 minutes more your 
message will be printed 
on the back of all 750 
cards. So in just 45 min 
utes you have printed 
and addressed yourprop- 
osition to 750 customers 

Yes, the speed of the 
Elliott Cardvertiser is 
the secret of its great 
effectiveness. 

May we send you 


full details? 


pees 


ADDRESSING 
MACHINE CO. 


153-H Albany Street, Cambridge 39, Mass. 
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be in Washington frequently, how- 
ever, on association business and 
use the office at such times. 

The original NCA staff in 1907 
was one man, the late Secretary 
Frank E. Gorrell, who at first 
served without salary and paid 
some of the bills out of his 
own pocket. The present associa- 
tion secretary, Carlos Campbell, 
operates from the association’s 
million-dollar building, with its 
branches in Berkeley, Calif., and 
Seattle, Wash., and coordinates 
the expanding services. 





Staff Unhappy 
When Idle 


(Continued from page 26 


time, fluorescent lighting and air 
conditioning were installed. 

Before the remodeling was com- 
pleted, Lutheran Mutual was hav- 
ing constant trouble because of an 
undue amount of eyestrain and 
sickness. Incandescent lights had 
been placed every 10 feet, but 
people still complained of eye 
trouble. On the other hand, venti- 
lation was a chronic problem. 
Workers near the windows insisted 
on keeping them closed because 
they did not like the drafts, but 
workers in the center of the room 
were bothered with headaches 
from the overheated room. Every- 
body could not be pleased, and as 
a result there was a decrease in 
the efficiency of the office. 

After the new lighting and air 
conditioning were in use awhile, 
there was much less eyestrain and 
sickness, and paperwork produc- 
tion immediately began to rise. 
Even though Lutheran Mutual's 
new building had a great deal of 
window space, the venetian blinds 
were closed most of the time. 
People in the office seemed to pre- 
fer almost total dependence on 
fluorescent lighting rather than 
having some artificial and some 
daylight. 

The company uses soundproofed 
metal pan ceilings made by Johns- 
Manville. The main floor is 
covered with rubber tile and the 
basement floor with asphalt tile. 

Employees at Lutheran Mutual 
also have reason to be happy with 
the office equipment they work 


Keep Records, Charts, 
Graphs and Sales 
Information RIGHT AT 
YOUR FINGER TIPS 


with a 


MUINPLEX 


VISUAL REFERENCE SYSTEM 


The Swinging Panels of a Multiplex pro- 
vide the modern method of keeping cur- 
rent records up-to-the-minute 


When records, charts, graphs and sales 
information are posted on the panels of a 
Multiplex, busy executives can tell at a 
glance the general conditions and the prog- 
ress being made without digging through 
files and desk drawers 


Today you will find Multiplex Visual Rec- 
ord Systems in hundreds of business offices 
schools, colleges and sales rooms. These 
Multiplex Fixtures are available in various 
types and sizes. They are all illustrated and 
described in a new catalog that will be sent 
upon request. Mail coupon below for your 
free copy —— 


Send for this 
CATALOG 


MULTIPLEX 
Display Fixture Co. 
916-926 N. Tenth St 
ST. LOUIS 1, MO 


Gentlemen: 


Please mail me a copy of the Multiplex 
All-Purpose Catalog. 


Name 
Company 
Address 
City 








ee. WORK BETTER 


' 
a tested improvement 
in office seating which 
offers truly relaxed 
comfort while working, 
abolishes fatigue and 
tension 


Medical men urge executives to lie down and rest half an hour to one full hour twice 
daily in their offices. 


Today's increased business tempo and management's heavier burdens demand greater re- 
laxation and relief from tensions. 





The McStay Jackson Company ‘‘Realax'’ chair makes it easy to 
relax while at work. A new principle in business seating, built 
around a chair seat which moves forward gently, yet provides 
Chair in full back rest and support 
Normal in the greatest comfort. 





—— | Pasition First designed by McStay 


Jackson Company for use in Seat Moves 
costly, custom-built offices, Forward for 








this chair met with such Relaxed 





instant success that it is now manufactured on a production basis Posture 
by Design Fabricators, Inc., Chicago, Illinois, and is available 
at modest prices to any executive. 











We would like to consult with you on your problems. 
Desiguers and Gulders of Fine Executive Offices 
McSTAY JACKSON CO. 


840 North Michigan Ave., Chicege 11 
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| OZ.=half inch 


This Mailing Scale has a big background 

chart, and large easy-to-see markings . . . full half- 
inch apart, with a hairline edge on the lever that 
leaves no doubt as to the exact postage needed... 
prevents costly overpayment, and the embarrassment 
of underpayment and “Postage due”... The auto- 
matic pendulum mechanism is accurate, yet acts fast 

- makes mailing easier, saves time in any office... 
See this model S-120... also Parcel Post models... 
Call the nearest PB office, or write for 
illustrated free booklet! — 





= PITNEY-BOWES 
Mailing Scales 
= PITNEY-BOWES, INC 

" 2197 Pacific St., Stamford, Conn. 


Originatora of the postage meter 
offices in 93 cities 


your desk is the heart of your 
office | 
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BE SURE! .. . BEFORE YOU BUY 


From your desk pumps a steady flow of paper that maintains your 
entire organization. If that flow should slacken or be temporarily 
halted, your business would falter somewhere—in sales, in purchas- 
ing, in shipping. For this reason you owe it to yourself to equip your 
office with the most efficient working tools available—Imperial office 
furniture. Imperial office furniture is built in a variety of styles and 
price ranges ... but all embody the famous Imperial features that 
make your work easier. Stop in today at your Imperial dealer—just 
see what he has to offer you. 


memBer = Increase Office Efficiency. . . a - 

Day] Send ten conn for imperic's MA gDePmon nl 
Office Planni Guide — 

wd, lik hoe sone «G@eSk Company 


complete kit with floor plans, 
cut-outs, and planning advice EVANSVILLE 7, INDIANA 





with, for it includes the best on 
the market. The modern tabulat- 
ing department, with International 
Business Machines equipment, has 
been moved to the main floor from 
downstairs, and is now adjacent to 
the accounting department. Here- 
tofore, there were endless steps 
made between the two depart- 
ments because they were on dif- 
ferent floors in spite of the fact 
that accounting and _ tabulating 
were allied functions. The com- 
pany still has some old wooden 
desks, but they are being replaced 
with metal desks. 

Company employees also like 
the liberal policies, which include 
recess periods with coffee and 
doughnuts served twice a day; a 
recreation room; lounge’ with 
stove, refrigerator, and radio that 
can be used for small parties; 
share-the-cost hospitalization plan; 
pension plan; and various activi- 
ties such as roller skating and 
bowling groups, picnics, and 
Christmas parties. 

The remodeling was originally 
scheduled for 1942, and if exca- 
vating had been started a week 
sooner that year, the building 
would have gone through then. As 
it happened, Lutheran Mutual was 
about ready to begin when war- 
time restrictions tied up all civilian 
construction. Therefore the _ re- 
modeling had to be postponed 5 
years—all because of 1 week. 

The insurance company was 
founded in 1879 by Lutheran 
pastors who assessed themselves 
so much per month for their own 
protection. When something hap- 
pened to one of the pastors, the 
fund was dipped into for payment 
of emergency expenses. In 1922, 
the assessment group was changed 
to a legal reserve fraternal society, 
and in 1938 the society was 
switched to an old-line legal re- 
serve company—that is, mu- 
tualized. Some of the original con- 
stitutional bylaws have been held 
over from the early days of the 
Lutheran pastors, such as the rule 
that every client must be 
Lutheran. 

Lutheran Mutual’s location in 
the small Iowa town is not unusual 
when considered in the light of the 
strong Lutheran influence in the 
area. Of Waverly’s 5,000 popula- 
tion, the town’s two Lutheran 
churches claim 2,500 members. 
There is also a Lutheran college 
with 500 or 600 students. With 
every Lutheran a prospect, it is no 
wonder that the insurance com- 
pany was founded and has re- 
mained in the vicinity. 
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Dr. L. Carmichael, Tufts College president, told members at the annual meeting of the 
American Psychological Assn., “Since we are faced with maintaining a large armed force 
for many years, it will be wise not only to consider the 6-month period as one of 


training, but also as a time for as effective an assessment of the physical and 
psychological make-up of each trainee as will be really useful in his later life.” 





This young vacationer is typical of many at Minneapolis-Honeywell who feature 
the ‘HELLO HONEYwell”’ sticker that helps employees recognize one another 


Honeywell Vacation Stickers Travel Far and Wide 


a major employee activity at Honey 


Out on the Arizona desert this 
summer, three young ladies driving 
toward California attracted more 
than their share of attention, with 
a sticker on the front window of 
their car displaying the cheery greet- 
ing, “Hello Honey.” The girls weren't 
being forward—the gold-and-black 
sticker was merely the vacation 
insignia of employees of the Min- 
neapolis-Honeywell Regulator Com- 
pany. A_ close-up view of these 
stickers indicated that the complete 
message was, “HELLO HONEYwell.” 

The idea originated some 16 years 
ago when the Minreg Association, a 
service organization of veteran 
Honeywell employees, decided to start 
a summer vacation contest for their 
fellow workers. So they offered 
prizes to Honeywellers meeting the 
farthest distance from the firm’s 
Minneapolis plants. The stickers were 
designed to help contestants recog- 
nize each other 

From that small beginning, the 
“Hello Honey” idea has grown to be 
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well. This year more than 11,000 
stickers were handed out to Honey- 
well’s employees, and “Hello Honey’ 
greetings were exchanged in most 
corners of the United States, and in 
several foreign countries as well 

The list of vacationing Honeywell 
people and the places they visited 
is published at length each summer! 
in the employee newspaper, The 
Circulator. During the past few years 
contestants have won prizes by meet- 
ing in Havana, Cuba, Fisherman's 
Wharf in San Francisco, and on 
Catalina Island. This year, to their 
dismay, contest judges found that 
employees called to military service 
had taken their stickers along, and 
entries had been coming into the 
home office from Japan, Korea, and 
Navy ships on the high seas 

Not only does the use of these 
stickers carry the name of Honeywell 
around the country, but it serves 
as visible evidence of their friendly 
family feeling 


Color Influences Safety 
Precautions in Plant 


When the HPL Manufacturing 
Company of Cleveland moved to a 
new and larger plant recently in 
order to provide adequate production 
facilities for its growing stamping 
business, scale models were used to 
achieve the ultimate in plant ar- 
rangement and to facilitate moving. 
These models of each piece of ma- 
chinery and equipment in the former 
location, and of the new equipment 
on order, were placed and replaced 
on a floor plan until the arrangement 
was such that production could 
move quickly and smoothly from in- 
coming raw materials to outgoing 
stampings. This planning also ex- 
pedited moving as the placement of 
equipment was worked out in ad- 
vance by use of the models 

Safety precautions were effected 
throughout the plant by the-use of 
color. All machinery was painted in 
three colors—red, yellow, and green 
Electrical controls, switches, fuse 
boxes, and so forth, were painted 
red to indicate “danger”; moving 
parts were painted yellow to signify 
“caution”; and all other parts of the 
machinery were painted green 


Interview Form Speeds 
Applicant Screening 


Available from Science Research 
Associates, Inc., Chicago, is a new 
interview form which is really a 
concealed intelligence test and which 
can, it is said, be used to screen 
job applicants in less than 10 min- 
utes. Questions on this form re- 
semble those on a typical job appli- 
cation blank, but they are specially 
designed to give the interviewer a 
quick estimate of the applicant's in- 
telligence quotient 

The test is called the Curtis Classi- 
fication Form, and copies are avail- 
able in pads of 100. An information 
manual may also be obtained from 


Science Research Associates 
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The program that Westinghouse Electric is presenting to its employees is de- 
signed to help employees understand the benefits offered in a free enterprise 


Westinghouse Promotes American Way in Program 


Designed to stimulate discussion 
among its 105,000 employees on the 
benefits of the American Way—and 
the danger of losing those benefits 
was the program the Westinghouse 
Electric Corporation presented to its 
employees this summer 

The first meeting of the two 1-hour 
sessions—-both on company time 
was divided equally between a movie 
entitled, “In Our Hands,” and a dis- 
cussion period. The following day's 
session devoted 20 minutes to a 
movie and 40 minutes to discussion 
The groups consisted of not more 
than 20 persons at each meeting 

All employees at the meeting were 
of the same status so that each 
could voice his opinion’ without 
wondering what the boss would 
think. For management people, the 
discussion leader was any supervisor 
who had previously participated in 


Ford Employee Awarded 


Trip to Bermuda 


The Ford Girls Club was formed 
back in 1946 to develop good fellow- 
ship and better understanding among 
all women employees of the Ford 
Motor Company through social, physi- 
cal, and cultural activities. As in all 
such enterprises, some method had 
to be found to encourage membership 
and attendance at the meetings. So 
at the beginning of the 1950-1951 
season it was announced that a draw- 
ing would be held at the last meeting 
for a trip to Bermuda. All active 
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a meeting. Among a group of ma- 
chine operators, the leader was an- 
other machine operator who had 
volunteered for the job. In presenting 
the program, the discussion leader 
had little more to do than turn the 
pages of a flip chart and read the 
printed matter 

At these meetings employees were 
given an opportunity to present the 
program before outside groups of 
friends and neighbors, the company 
furnishing the movie and charts. In 
presenting the program for outside 
groups, the full 2 hours can be 
scheduled for one meeting or the 
session may be shortened to 1 hour 

The program was developed over 
a 2-year period by the Inland Steel 
Company and the Borg-Warner Cor- 
poration. It is being made available 
to industry and the public by the 
American Economic Foundation 


Girls Club members who attended 
the monthly dinner meetings or 
brought in new members were to be 
eligible for this drawing. It worked 
The trip-to-Bermuda prize was an 
important factor in making the past 
season one of the most successful 
since the organization's founding. At- 
tendance averaged about 300 for the 
monthly programs 

At the beginning of each season, 
Ford distributes an attractive pro- 
gram booklet to all women employees 
of the company. This season's book- 
lets, telling of tentative plans for a 
drawing for a $250 wardrobe instead 
of a trip, were ready the first part 
of September 


Share-the-Ride Clubs 
Regain Popularity 


Ten years ago there was a big 
job to be done, companies were work- 
ing three shifts, transportation was 
difficult, and gasoline was at a premi- 
um. “Share-the-ride” clubs began to 
spring up wherever workers found 
transportation facilities inadequate 

Today, history is repeating itself 
and many an employee magazine is 
carrying “ride swap” columns or are 
about to include such columns. Ford 
Rouge News has been carrying such 
a column for some time as a help 
to men and women of the Ford Motor 
Company. 

The Allison Division of 
Motors (Indianapolis) has also found 
transportation facilities a problem 
for employees and has opened the 
pages of AllisoNews to workers who 
wish to share rides. This transporta- 
tion column is in addition to the 
usual classified ad columns carried 
each month in the magazine 

The Cadillac Craftsman is another 
General Motors employee magazine 
which Wanted 
column. In addition, application cards 
for a “Share-the-ride” program have 
been distributed to interested em- 
ployees. Cards were sent to super- 
visors for distribution to employees 
in their departments, and a central 
bureau in the personnel division 
handles the cards after they have 
been filled out. 

In many sections of the country 
the problem is even more acute today 
than it was 10 years ago, since trans- 
portation facilities in industrial areas 
have failed to keep up with increased 
industrial development 


General 


carries a “Rides 





A trip to Bermuda was won in a 
contest conducted by Ford Girls Club 
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THE 24 
TO PEACE OF MIND 


EMPLOYEE -RELATIONS 


Monthly Magazine 
For Working Men and Women 
in Business and Industry 
* 


DISTRIBUTED by MANAGEMENT 
by Information Rack or Mail 
“THE KEY To Peace Of Mind”, a 
new, potent force in employee- 
relations, sells nothing but GOOD 
WILL... by creating the essential 
“middie ground’ between em- 

ployees and management. 
SEND FOR back issues, rate 
card and Program Ouvtline 


VAUGHAN SHELTON, Inc. 


1504 Law & Finance Bidg. 
PITTSBURGH 19, PA. 





Attorneys Available 


Experienced lawyers and recent graduates 
available for employment with corpora- 
tions as house counsel, in legal depart- 
ments, and in related fields requiring 
legal training. Candidates screened care- 
fully. Abstracts submitted on request. 
Helen E. Moore, Director 
Service for Attorneys 


counselors, inc. 
Suite 302 
202 South State Street WEbster 9-2474 
Chieago 4, Ilinois 











Do Your Employees Read 
The Wrong Literature? 


Employee relations executives agree much of 
the literature employees read distorts their 
thinking about business. And literature distrib- 
uted by the payroll enclosure method is often 
labeled “propoganda.” 

A Solution to the Problem—To meet the prob- 
lem, N.R.B. is establishing Information Rack 
Centers in plants and commercial establishments 

across the country. Through 
this method employees select 
literature on a voluntary basis. 
Positive thinking is developed. 

The free booklet, How to 
Strengthen Employee Relations 
With Information Rack Centers, 
exploins how you may profit 
from this successful program. 
Send for it today. 


THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Dearborn Street Chicago 10, Iilinois 
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New Film Offers Help 
To Retail Managers 


In order to help retail managers 
and supervisors handle employee 
gripes, complaints, indifference, in- 
competence, and other difficult situ- 
ations, the Film Division of Variety 
Merchandiser Publications has pro- 
duced for distribution a 35mm. 
sound-slide supervisory training film 
that is entitled, “Handling Difficult 
Employees.” 

The film is staged in a retail store 
and uses true-to-life, supervisor- 
employee problem situations. These 
situations show the supervisor how 
to correct his employees and still 
continue to retain their respect and 
loyalty. The film is also designed to 
show how good supervision can pre- 
vent many of the misunderstandings 
and ill feelings between management 
and employee which tend to raise 
blood pressure and lower profits. 

Further information may be se- 
cured by writing to the Film Division, 
Variety Merchandiser Publications, 
New York. 


Quaker Oats Tells Story 
Of 10-Year Changes 


A special issue of The Quaker, 
employee house organ of the Quaker 
Oats Company, tells the story of the 
company’s growth in the past 10 
years, illustrates once again the best 
way to get over a difficult idea like 
the American Way: Put it in simple 
story form, so that it brings your 
message home to the worker and 
community. 

Quaker’s “face changing” is told 
in picture-story style, using four 
groups of people whe benefited from 
those 10-year changes. These groups 
include employees, stockholders, plant 
community neighbors, and customers 
Photographs of a typical family from 
each group are run with a story of 
what Quaker’s progress has meant 
to each family. A simple diagram 
on the cover of the magazine shows 
Quaker’s growth in number of plants, 
sales, employees, purchases, and types 
of products made. 

In addition to distributing the 
magazine to the regular list of em- 
ployees, copies were sent to opinion 
leaders in every Quaker community 
Too, newspapers in the Quaker towns 
publicized the special edition. 

Every company, large or small, 
has a story of this sort to tell its 
employees. Using this method of story 
telling impresses the employee with 
the effect of the community, the 
stockholder, and the customer on his 
future security; and gives the com- 
munity a picture of the importance 
of the company in its growth and 
future security. 





IS YOUR PERSONNEL 
RUNNING AROUND IN 


CIRCLES? 


A good organization chart lets everyone know 
whot is expected of him. If your chart needs bringing 
up to date, or if you have no such chart CHART-PAK 
can help you. 


CHART-PAK has developed a new method of chart 
making that is simple and easy. No draftsman is 
needed. We furnish you with the prefabricated mate- 
rials and the accessories for applying them. With 
these materials you or your secretary can then quickly 
make first-class organization charts. 


The rectangles, lines, and arrows are printed on 
self-adhering stock. These are mounted on a reusable 
board printed with non-photographic guide lines on 
@ special surface which permits easy revision or 
removal. For multiple use photographs or other repro- 
ductions con be made with perfect clarity. The fin- 
ished chart is comparable to that of an expert 
draftsman 


CHART-PAK also provides complete materials for 
making statistical charts and office layouts 


Send for descriptive brochures 


CHART-PAK, INC. 


106 Lincoln Avenue Stamford, Conn. 





For Better Employee 
Relations 


Safety and Service Award Em- 
blems help maintain employee 
goodwill and cooperation needed 
in the current competitive era. 


Metal Arts emblems are of finest 
quality and attractively priced. 
Let us suggest a distinctive de- 
sign for your company. 


Also Identification Badges, Plaques, 


Athletic Medals, Trophies, ete 


Write for New Catalog! 


METAL ARTS Cco., Inc. 


Dept. 15 Rochester 21, W. Y. 
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In a letter to his employees, Carl F. Braun, president of C. F. Braun & Co., says, ‘‘The 


very life of American industry depends . . . upon good tooling. Yet for years there has 


been a strange and almost universal blind spot. The tooling of the office worker has 


had almost no attention. A serious charge if it’s true.” Here are new tools you may need 





Lightweight Recorder Runs 
At Three Speeds 


THE PORTABLE Model RT-65-B 
Re-cord-o-fone, which records up to 
4 hours on a single 7-inch reel, is 
simple to operate, and weighs only 
33 pounds. The 1 7/8-inch speed is 
recommended for continuous record- 
ing at conferences, the 3%4-inch speed 
for general purposes, and the 
inch speed for preserving radio pro- 
grams or phonograph records. Inter- 
locking switch prevents accidental 
erasing when rewinding tape. Ampli- 
fier is specially designed for high 
quality frequency response with tele- 
phone-type jacks for direct connection 
to any amplifier or PA _ system 
Equipped with heavy-duty, internal 
speaker which automatically discon- 
nects when a remote speaker is 
plugged in. Mechanism is shock 
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mounted in a strong case, 
in leatherette 
Inc., 


Systems, 
Columbus 


covering. 


555 


Ohio. 


Bell 
Marion 


finished 


Sound 
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V-Shaped Tray Keeps Ditto 
Masters Ready for Re-Use 


MULTIPLE separators make up a 
new tray which pockets duplicator 
masters without using compressors, 
clips, or gadgets. This device elimi- 
nates smearing, offsetting, wrinkling, 
or folding the master copies. Masters 
are easier to find, as the open “V” 
is held until the next master dupli- 
cator is needed. Other masters can 
be added without disturbing those 
already filed. The lightweight Dupli- 
Tray holds 1,200 masters 842 by 11 
inches. Made by national manufac- 
turer of office record equipment, 
Diebold, Inc., Canton 2, Ohio 


Double Check on Money Chest 
Eliminates Lockouts 


CHIEF cause of lockouts and costly 
repair bills are eliminated by the 
new Automatic Double Check Fea- 
ture, which is now standard on all 
lug-type, revolving door Burglary- 
Resistive Steel Money Chests. Two 
plunger buttons prevent turning 
dial and door out of true position for 
closing while door is open. Herring- 
Hall-Marvin Safe Co., Hamilton, 
Ohio. 
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Low-Cost Machine Reproduces 
Copies 46 Inches Wide 


ADVANCED engineering, low cost, 
and copying width of the Bruning 
Copyfiex machine offer special value 
to business and industry. Tracings, 
engineering drawings, and other large 
technical originals can be reproduced 
for engineers, designers, and drafts- 
men. Offices and accounting depart- 
ments will find the Copyflex ideal 
for copying large records, balance 
sheets, statistical statements, and re- 
ports. The medium-volume machine 
fills out the Bruning line of five other 
models ranging from the heavy-duty 
Model 93 to the new “secretarial” 
Model 12. This machine, Model 20, 
requires no installation, no special 
lighting, no dark room. Copies can 
be made on sensitized paper, acetates, 
films, and cloths. No need for exhaust 
ducts or extra ventilation. Operation 
requires no special training. Charles 
Bruning Company, Inc., 100 Reade 
St., New York, N. Y. 


Folder Designed for Easy 
Six-Way Setting 


A LOW-COST folder has been de- 
signed by A. B. Dick to stress ease- 
of-use. A “Quick Set Fold Chart” 
that comes with the Model 56 folding 
machine reduces the 6 most com- 
monly used folds to simple alpha- 
betical settings. Makes single folds, 
parallel letter folds, double parallel 
folds, accordion or statement folds, 
French folds, and horizontal with two 
vertical folds. Upper and lower fold 
plates have precision scales in inches 
to permit accurate settings for other 
folds. Angular adjustment compen- 
sates for paper not squarely cut. 
Folds paper stock in weights from 
16 to 36 substance, in sizes ranging 
from 2' to 9 inches in width and 
3% to 14 inches in length. Continuous 
folding by loading folder while in 
operation. A. B. Dick Company, 5700 
W. Touhy Ave., Chicago 31, Il. 
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Streamlined Wastebasket 


Saves Space 


LATEST addition to the Streamliner 
accessory line is a rectangular waste- 
basket that saves space. An unusual 
feature is the bumper guard which 
provides a good gripping hold for 
picking up the wastebasket, prevents 
mars on desks and walls, and guards 
the shins. The wastebasket is 1214 
inches high, 14 inches long, 9% inches 
wide, with rounded corners. Comes 
in walnut brown, gray, dark green 
and maroon. The Globe-Wernicke Co 
Cincinnati 12, Ohio 


Posture Chair for Efficiency— 


Restful Comfort 


SECOND in a new line of Cosco 
office chairs, Model 16-C features a 
Finger-Lift adjusting mechanism. 
Sets seat at any height between 16 
and 20 inches quickly and easily 
without turning chair over. Back rest 
slides up or down, tilts to cradle 
back, and moves in or out for depth 
of seat. Saddle seat, which is 14% 
by 17 inches, is cushioned with air- 
foam rubber and revolves on a life- 
time-lubricated bearing, as do the 
2-inch-thick rubber casters. Fin- 
ished in gray baked enamel, the chair 
is upholstered in cloth-backed, per- 
forated, Vinyl plastic in green, brown, 
maroon, or gray. Seat can be re- 
upholstered to match any office color 
scheme. Hamilton Manufacturing 
Corporation, Columbus, Ind 
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OP Pe I, INNOIOIUTLVANED 


Wood Furniture 


Patents Pending 


For the modern office setting a new concept of attrac- 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 


executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 


o! 
‘gt ne 


© 


* greater efficiency 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 
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vines LIPS 


The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted. 





1001. MORE BRILLIANT PROJEC- 
TION. Radiant Manufacturing Corp. 
is offering a booklet designed to 
guide businessmen about to purchase 
a projection screen. A simple chart 
divides types of screens into four 
classes, and answers the question 
“Which type of screen is best?” for 
your particular need. Another chart 
graphically illustrates proper seating 
arrangement. Booklet also touches 
briefly on the subjects of projection 
lenses and acoustics. Send for your 
copy now. 
> * x 

1002. STEP-UP YOUR SALES AT- 
TACK. A new booklet by Remington 
Rand Inc. suggests you “. . . Stimu- 
late your salesmen with action-com- 
pelling reports!” Attractive booklet 
D217 contains details about applica- 
tion of the Record Dexigraph photo- 
copy machine with Kardex visible 
records for visual sales supervision 
Sales manager's personal comments 
can be written in the margin of 
photocopy, making salesman’s visible 
sales record more effective 


* * » 


1003. OFFICE ROUTINES CAN BE 
A “SNAP.” The solution to a lot of 
time-consuming record keeping is 
promised in a little booklet by Keller- 
Crescent Co. Tells how K-C Snap 
Forms designed for “Anonymous, 
Inc.” snapped up business by replac- 
ing 12 loose forms with 1 unit of 
forms and carbons perforated for 
easy separation. Chart on page 5 
shows how much time is saved by 
using snap forms instead of inserting 
separate carbons. Send for your copy 
to see how much you can save on 
record keeping. 


. > . 


Requests for these booklets may be 
sent direct to the companies listed. 


7 * > 


1001. Radiant Manufacturing Corpo- 
ration, 2627 W. Roosevelt 
Rd., Chicago 8, Ill. 

Management Controls Division, 
temington Rand Ince., 315 
Fourth Ave., New York 10, 
N. Y. (Booklet D217) 

1003. The Keller-Crescent Company, 

Evansville, Ind. 


1002. 
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‘Ghat new payroll 


record service, 
sure cuts out late hours! 


“That's right, Jimmy. No more checking 


and re-checking payroll records each 


week! No more payroll headaches! 


“Now the Recording and Statistical Corp 
turns out our repetitious payroll records 
on their specially designed high-speed 


tabulating machines. They provide us 


with complicated registers, and other 


payroll forms just as we want them 


Saves us thousands of dollars each 


year, tool” 


RECORDING & ST 














Send for FREE brochure now! 
See how we can turn out your payroll 
work at a fraction of its present cost— 
just as we do for so many other firms 
(Other 


orders, 


services: Tabulations of sales, 
Prices, costs.) Why not call or 


write now? 


ISTICAL CORP. 


CHICAGO - BOSTON - DETROIT- MONTREAL - TORONTO 
100 Sixth Avenue, New York 13, N.Y. 


THE CHART You CAN CHANGE 


Without Costly Re- 


Die-Cut Plast 
pany name headings Ea 
flanges which fit securely 


of the background, which 


Maroon, Dark Green, Black o 


letters a used 


White 


rafting! 


for Com 


etter 


e gro 


ble 


Transparent Plast 
able in many sizes 
or hand-lettered cards 
Plastic 
ecard may be changed or 


strips form the rules. 


“The 


windows (avail- 
hold typewritten 
Movable 
Any 
entire sec 
easily 
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ORGANIZATION 


CHART 


A PARTIAL LIST OF 
PROMINENT USERS 
United States Army 
United States Navy 
International Harvester Co. 
General Motors Corporation 
New York Life Insurance Co. 
Standard Oil Company 
(Indiana) 


MANAGEMENT CONTROL CHARTS CO. 


Sizes to Fit Any Organization Structure 

Sharp Prints Are Made Directly from the Chart 

A Typewriter and Ordinary Paper Are All You Need 
Relieves Busy Draftsmen of This Costly Work 
Invaluable as a Visual Training Aid 


Send for 4-page folder illustrating typical organiza- 


tion 


structures and list of other prominent users. 


Write Dept. 10-A today! Or phone MIchigan 2-6334. 


1731 WN. Wells St. 
Chicago (4, IIL 
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 ggge decided 
against you’ 


BECAUSE YOU 

MAVE DESTROYED 
IMPORTANT 
,RECORDS...1T COULD 


popular 

FREE BOOKLET! 

\ 1. Tells you how long to keep 
specific records 
2. Shows the best procedures 
in record storage 


BANKERS BOX COMPANY 
Established 1918 
720 S. Dearborn Street, Chicago 5, Il. 


me SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur- 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 

Compact, economical, safe. All revolving parts 
are covered. Instantly adjustable. Shreds '%” to 
3%”. Designed for continuous and trouble-free 

service. 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 





SYSTEMS ANALYSIS FOR EFFEC- 
TIVE ADMINISTRATION. By Nor- 
man N. Barish. Some offices become 
so bogged down with paperwork that 
it is difficult for a manager to de- 
cide where he should start making 
changes. This book is designed to 
improve such situations, and it will 
help any executive who wants to cut 
office costs. 

Analyses 
layout of offices, 





are made of flow of work, 
economy of motion, 
business forms, and machine utiliza- 
tion. There is a chapter devoted to 
each one of these subjects, and plenty 
of charts make the text easy to fol- 
low. Even an operation as simple as 
collating and stapling three sheets of 
paper is illustrated to show how the 
best method can save time. 

Norman N. Barish is a _ trained 
mechanical engineer and an econo- 
mist, with degrees from three col- 
leges. Formerly an analyst for the 
Government, then for private indus- 
try, Mr. Barish since 1945 has been 
in private practice as a management 
engineering consultant. Since 1947 he 
has been associated with New York 
University. Funk & Wagnalls Com- 
pany, 153 E. 24th St., New York 
10, N. Y. 308 pages. $5. 


ADVERTISING CAMPAIGNS. By 
Irvin Graham. Businessmen who are 
getting discouraged about their ad- 
vertising results might study this 
book to find out what is wrong with 
their programs. Too, agency men can 
pick up plenty of helpful ideas from 
Mr. Graham's volume 

Anything an executive needs to 
know about setting up an advertising 
campaign is described. There is the 
usual background material for those 
unfamiliar with the field, followed by 
discussions of the money that should 
be set aside for advertising, the role 
of the agency, and tests that can be 
made before large sums of money 
are spent. 

The various media are delved into, 
with sufficient explanation of costs, 
examples, and expected results. Full 
chapters are devoted to magazine 
and business papers, newspapers, 
radio, television, direct mail, premi- 
ums, contests, and supplementary 
techniques. The book then covers the 
coordination of sales and advertising 
programs, telling how campaigns can 
be measured for success or failure. 

The author is an account executive 
with the New York advertising 
agency of Roberts & Reimers, and he 
is also instructor in advertising at 
the City College of New York. Harper 
& Brothers, 49 E. 33rd St., New York 
16, N. Y. 321 pages. $5 


Clinton Road - 


“Saue Jime with 


Rete- Line” 


THE MODERN COPYHOLDER 


Promotes Accuracy * Increases Production 
Saves Eyestrain * Portable 


177 x. TAX 


Attachments for copying from wider sheets 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 











FREE TRIAL OFFER — Write asking us to send you 
o RITE-LINE CCPYHOLDER with the understanding that 
you may return it without charge within ten days. 


RITE-LINE CORP. 1025 - !5t Street.N. w. 


Washington 5, D.C. 


E-LINE copyvwoipder 


[Don't File It —HANG IT! 
" Oxford PENDAFLEX 
‘HANGING FOLDERS. 

Cut Filing Costs 
20% or More! | 


Folders hang 


oe 
i on frame 


a 
. 
s 


Frame fits in | 
file drawer | 
| 


Instant 
reference to 
every folder! 


Send for Catalog 


“OXFORD FILING SUPPLY CO., INC. 


Garden City, N. Y. 
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SAMPLES 
FREE 


ignal vital facts with Cook's File 
Signals—automatic reminders, in- 
valuable for classifying, indexing 
data. Card of actual samples (all 
styles, colors) free ; no obligation. 
The H. C. Cook Co., 38 Beaver St. 
Ansonia, Conn. 
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SALARIED POSITIONS 
$3,500 to $35,000 

We offer the original personal employment 
service (established 41 years). Procedure 
of highest ethical standards is individual- 
ized to your personal requirements. Identity 
covered; present position protected. Ask 
for particulars. R. W. BIXBY, INC 
Dun Bidg., Buffalo 2, N. Y. 
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Steel Guide Tabs 
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Unbreakable spring jaws 

clamp them firm! >» cards bu 

permitremovalor rearrangemet 

Large epenings covered by tr 

parent pyroxylin, white, blue, green, yellow, pink or red 

insertable tabels in perforated strips for typing 

2 Si 1 in. wide and 2 in. Tops straight, or bent back 

Seid by best stationers, U.S.and foreign, or sent post- 

paid to responsible firms on 30 days’ trial. Price list free. 

Now filling orders promptly 

Samples (5 or less) 2 cents each 

8,578 used by Crouse-Hindsa Co., Syracuse 
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[7 IS said in Wall Street that when every- 

body agrees something is going to happen 
it usually doesn’t. Never since 1930 has there 
been such general agreement about the rosy 
business outlook. Nine different forecasting 
services, almost every sales executive in the 
country, and (hang on to your chair) even 
treasurers agree that business is on the verge 
of another upward swing, that prices are on 
the rise, that the stock market is going still 
higher, and that Christmas sales will break all 
records. Let’s hope that the experts are right 
and that the Wall Street tradition is wrong. 
Certainly no one can deny the winds are blow- 
ing from the south. But at the same time, 
let’s not overlook the fact that there are some 
very, very soft spots in the nation’s economy. 
Prosperity built on cheap dollars, a huge debt 
getting bigger by the day, impractical wage 
and price controls, production for destruction, 
taxes bordering on the point of diminishing 
returns, and synthetic materials shortages are 
just a few disturbing factors in the picture we 
see. Added to these is the changing attitude of 
our people toward work. More money for less 
work is still our national labor-relations policy. 
In 1930, you will recall, most businessmen put 
their chips on the green. Everybody was sure 
that the “recession” was over and that pros- 
perity was just around the corner. We thought 
so too. But we learned the hard way that what 
we thought was a green light was only an 
amber light turning to red. 


Employee Relations 


“That is all very well for companies with 
million-dollar appropriations, but we don’t 
have those kinds of profits. So we just roll 
along, doing the best we can with what we 
have to spend.” How many times have you 
heard an employer apologize for down-at-the- 
heels employee relations with some such remark 
as this? It seems to be a perfect alibi. But is it? 
It could be an indictment of management for 
its complacency over a relatively poor earnings 
position. Philip W. Pillsbury, president of 
Pillsbury Mills, Inc., put his finger on that 
possibility, when he said to the Association of 
National Advertisers in New York: “The 
long-range social and development responsi- 
bilities of modern management can only be 
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attended to after sales have been made—and 
goday sales art made only if advertising is a 
part of the life blood of the organization. . . . 
Unless, through sound advertising, sales are 
made effectively, no company can establish 
modern employee-relations practices, continu- 
ous equipment modernization and product de- 
velopment.” Well said, Mr. Pillsbury. It is not 
happen chance that those companies which are 
out in front in their relations with their em- 
ployees, are also out in front in their relations 
with customers and the public. Leadership is 
no accident. It doesn’t come while we sleep. 
The management that has the guts and the 
drive to move in on sales and undertake a 
sound advertising program geared to sales will 
move into leadership in 1952. 


$12 a Day for Expenses 


No one will quarrel with Senator Douglas 
and his one-man campaign to cut unnecessary 
Federal spending. But we shuddered at his 
proposal to amend the income tax laws by 
placing a limit of $12 on expense accounts. 
The Senator thinks businessmen are living too 
luxuriously on the road, and spending too much 
for liquor and entertainment. An executive 
should be happy with an upper berth, a room 
in a tourist camp, and three meals a day at the 
Automat. Maybe he should. But even if he 
could get by on $12 a day, which we doubt, 
the Senator’s argument that his amendment 
would bring millions in tax money to the 
treasury is illogical. A businessman, whether an 
executive or a salesman, travels because he has 
a job to do. He has to produce results. Ex- 
perience shows that a man on the road does 
a better job when he lives comfortably, than 
when he has to live on hamburgers, and sleep 
in those rooms over the elevator which hotels 
call their “minimums.” If his doing a better 
job enables the company to make more money, 
the Government’s tax take would be greater. 
The Senator has a point about lavish liquor 
gifts and extravagant entertainment of cus- 
tomers. This is one form of business expense 
which could wisely be restricted by company 
policy. The same money invested in cost- 
cutting equipment would, over the years, pay 
recurring dividends. A case of liquor is soon 
gone, and just as soon forgotten.—J. C. A. 
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"Because it does about two-thirds of her work automatically!" 


And what the NATIONAL doe 
automatcally, the operator cannot do 
wrong! 

This new National “31 has time-and 
money-saving features never before 
combined in one accounting machine 
lt handles a// types of accounting 
including payroll. It can be cha 
from one job to another, in seconds, 
simply by switching posting control 
bars Fach bar can control more 
than 70 functions automatically 

This National also has an electric 
typewriter, for quickly typing descrip 
tion on every accounting job that 
requires it. And it produces several 


records simultaneously as shown above 
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the Underwood Sundstrand 
aufomarie Printing Calculator! 


Looks like only one machine! 1at will come up quickly with all the rand Automatic Printing Calculator 

ns forms all of its various operations 

But this new Underwood Sundstrand ills adele os iia 
Automatic Printing Calculator is With it, an operator can do one type ; orn 

really two different machines in of job after another—without moving Only 10 numeral keys touch- 

one! from one machine to another operated t d the work cut 


= canny nll — i « ndar 
With many advantages for both from payrolls to inventories I me headswing and attendant 


large and smail businesses rom computing interest to figuring 


keyboard. 


...It’s a Calculator that keeps 
of every duces your investment in equip 


two-color printed record 
lit ment...in personnel...in desk space 


operation...plus the automatic Cre z 
Balance feature ht 1ey, time and effort 


...It’s a General-Purpose...Multi ‘et...the new Underwood Sund- right now 
Rurpose Adding-Figuring Machine 
UNDERWOOD CORPORATION, One Park Avenue, New York 16, N. Y. 


Underwood Corporation Please send me your folder on the new Underwood Sundstrand 


Automatic Printing Calculator. 
Adding Machines... Accounting Machines ee ee 
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One Park Avenue, New York 16, N.Y. | Company 
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Underwood Limited, Toronto 1, Canada Street 


Sales and Service Everywhere City 





